
 
 
 
 

 
 
 

Steps to Achieving Meetings with Purpose and Results 
 

 
Step 1: Decide the purpose of the meeting 

Step 2: Decide your role in the meeting  

Step 3: Formulate a focus question for the meeting 

Step 4: Decide who needs to be at the meeting  

Step 5: Set the room up to facilitate the outcome you want to see  

Step 6: Ensure the meeting is inclusive of all 

Step 7: Set the ground rules 

Step 8: Ensure you are engaging all 

Step 9: Monitor yourself in the meeting – are you listening?  

Step 10: Gently keep the group on task – remind them where you are 

headed, together 

Step 11: Sum up the meeting and emphasize what you have accomplished 

 

Weblinks mentioned in presentation 

Ted Talk: How to save the world or at_least_yourself_from_bad_meetings 
https://www.ted.com/talks/david_grady_how_to_save_the_world_or_at_least_yourself_fro
m_bad_meetings 
 
Planning inclusive meetings: 
http://web1.ctaa.org/webmodules/webarticles/articlefiles/planninginclusivemeetings.pdf 



Transforming a “Bad Meeting” into an “Enjoyable Conversation” 
 

 Bad meeting Enjoyable conversation 
Purpose ∼ Waste of time for me  

∼ Irrelevant to me or my work  
 

∼ Nonproductive 
 

∼ No clear purpose 
 

∼ No action or follow-up 

⇒ Rewarding, valuable use of my time 

⇒ What was being discussed was 
relevant to me 

⇒ I learned something I didn’t know 
when I walked in 

⇒ The conversation achieved a purpose 
 

⇒ Promised to meet/talk again soon 

Structure ∼ Long, no set ending 
 

∼ No structure or agenda 
 

∼ Conversation veers off subject 

⇒ Natural ending appropriate to 
content of conversation 

⇒ Looser agenda (“to catch up”), but a 
mutually-agreed common purpose 

⇒ Content determined solely by 
participants 

Tone ∼ Boring 

∼ Conversation stilted, afraid to speak in 
case you make a mistake 

∼ Some participants were disrespected after 
they spoke 

⇒ Inspirational, engaging 

⇒ Relaxed, allows for spontaneity 

Participants  ∼ Only popular or “safe” ideas spoken 
 

∼ Trying to impress the boss, bragadocious 
 

∼ Communication is all one-sided (e.g., 
coming just from the meeting convener) 

∼ Leader/dominant speakers speak at length 
“pontificating,” some participants’ 
personal biases dominated the 
conversation 

⇒ All contributions valued, no 
judgment of ideas or participants 

⇒ Expressed genuine, constructive ideas 
and feelings 

⇒ Equal participation, inclusive of all 
participants  

⇒ Discussion encouraged 

Commitment 
to discussion 

∼ Some participants holding side 
conversations 

∼ Some participants don’t participate at all 

∼ Unknowledgeable speakers 

∼ People thinking more about what they 
wanted to say instead of listening 

⇒ All parties equally engaged in the 
conversation 

Meeting 
room 

∼ Room set up clearly favored some 
participants  

∼ Cold room, hard seats, stuck in the back 
of the room 

⇒ Equal, “democratic” room set up to 
signify all voices equal 

⇒ Pleasant location, comfortable 
atmosphere 


