- End on time
- Summarize decisions

Running Effective Meetings

- Clarify the purpose

Plan . Prepare an agenda
- Select the right tools

- Be consistently on time

- State the meeting purpose
- Review the agenda Sta rt

- Stay focused

Cond uct - Manage team dynamic
- Keep participants engaged

Conclude

- Assign actions

- Send summary

Fo"ow-Up - Follow-up on actions
- Set-up Actions




