
Making Meetings More Productive  
 
 
Groucho Marx had a joke that meetings are the only place people take minutes and 
waste hours. This is only too true in the business arena, where it seems that a great deal 
of valuable work time is wasted on get-togethers that have people leaving with less 
direction (but more confused) than when they entered. One reason for the dreaded 
meeting is that company managers (who call these meetings) are unaware of the tactics 
that can be used in order to get more results from fewer meetings. This article will share 
some insights on this approach – sure to make you popular with everyone at the office.  
 
The notion that meetings “hurt” is based primarily on the almost universal displeasure 
people express at having to attend meetings. The meetings pull people away from their 
work and are often wastes of time. Moreover, although somewhat unspoken, many 
people dislike meetings because they are uncertain about what is expected of them and 
recognize the meeting as one forum in which they can be judged (by superiors and 
peers). With all this resistance, meetings still remain a staple of corporate life and are 
viewed as one of the key vehicles for the resolution of challenges, the creation of new 
ideas, and general communication of operation issues. In other words, meetings are 
here to stay and we all better get used to them. In fact, we better find ways to make 
them easier to tolerate.  
 
Tudog has a number of meeting improvement hints. They are: 
 
1. Meet Less Often 
 
Chances are you are meeting more often than you need to be. If meetings have taken 
the place of other communications options than those options can be strengthened, 
thereby removing the need to meet so often. The need to communicate is essential, but 
by replacing constant meetings with email, telephone, instant messenger, and other 
communication channels, the times you do meet will be much more productive as 
everyone will arrive better informed, better prepared, and less resistant. 
 
2. Keep Information Relevant to All 
 
There is no need to have a person at the meeting give an update report if the others 
attending do not need to know the status of his/her project. The exchange of information 
that can be achieved outside the meeting forum should not be entered into the meeting. 
Only exchanges that are relevant to all present should be permitted. It eases the burden 
of the meeting on those attending, shortens the time wasted (people not at their desks), 
and makes the meetings for engaging. 
 
3. Set an Agenda 
 
The practice of setting an agenda is widely practiced, and equally as prevalent is the 
tendency to stray from the agenda and into personal agendas and private objectives. 
The meeting agenda should be constructed to be as focused as possible and should be 
strictly enforced, preventing other issues from being discussed inside the meeting (other 
communication channels are available for the expression of private agendas).   
 
4. Have Obtainable Goals 



 
Every meeting should begin with a statement of what is to be accomplished during the 
meeting. This goal should be modest enough so that it can be achieved, but ambitious 
enough that it places attendees at attention. The use of an objective keeps people 
focused, but more importantly, it gives the meeting meaning and purpose, making 
people feel that the meeting was worthwhile and productive.  
 
5. Use Visuals 
 
One way to keep people from daydreaming and losing focus in a meeting is to provide 
them with visuals they can focus on. The use of visuals also help to reinforce what is 
being said, creates a center for discussion, and keeps the meeting moving forward. In 
most cases visuals will also help in controlling the meeting as they give structure and 
typically have a beginning, middle, and end. This gives people an understanding of what 
they should expect with regard to the rules of exchange. 
 
6. Have a Time Limit 
 
Like all good things, meetings can’t last forever. You can control a meeting for effectively 
if you distribute an agenda at the meeting and next to each item place a time limit for 
discussion. After each time limit is up you should call for a decision (which can be an 
action item, a call for further discussion at a later time, etc) and then move on to the next 
agenda item. Not only will people appreciate the stricter structure, they will quickly learn 
to adjust to it, making them as efficient in attending meetings as you are in running them. 
 
The meeting is perceived as a necessary evil as opposed to an opportunity to move an 
agenda forward. They have a bad reputation because too often they are abused and 
mismanaged. Running a good meeting is a skill that needs to be developed. Gain this 
skill and your star will rapidly rise.   
 
 


