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A

Action agendas, 11-15. See also Agendas

Action items: asking silent participants
to report on, 64; getting action on,
150-152, 176-177; team members’
preparation and review of, 9

Actions: after-meeting, 153—-155; ensuring
meeting results in, 150-152, 176-177;
lack of, as decision-making method,
89-90; specified in agendas, 12—13. See
also Outcomes

Active listening. See Listening

Activities: movement and exercise,
132-133; personal, for fun at meetings,
118-119, 120-122

Ad hoc conversations, external communi-
cation in, 161-162

After meeting: decision revision, 188;
follow-up, 40, 153-155; “meeting”
held, 155

Agendas: allocating time for items on, 12,
57-58; distinction between action
agendas and, 11; for kick-off meeting,
35; for off-site team meetings, 39-40;
preparation of, 11-13; reviewing and
changing, 9, 44; sample, 14; sticking
to, 55-56, 113, 175-176, 184-185;
when to distribute, 6

Alphabet Soup game, 127-128

Alternatives: to holding meetings, 3;
role of, in conflict resolution, 105, 106

Ameritech, 176
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Anger, defusing, 106

Anonymity, 177-178

Arrival time: for meeting facilitators, 42;
for meeting participants, 9, 19; for
presenters, 96

Articles, resource, 203-204

Assessment, prior to off-site team meeting,
38

Authority, team members’ clarification
of, 9

Autocratic decision making, 84-85

Averaging, decision making by, 88-89

B

Baby Face activity, 122

Bauer, M., 179

Be Prepared for Meetings (video), 205

“Before and After the Meeting”
(Krattenmaker), 204

Beginning meetings. See Starting meetings

Behaviors: problem, during meetings,
19, 112-117, 185, 187; taking meeting
off track, 55-58, 113, 175-176,
184-185

Body language. See Nonverbal communi-
cation

Books, resource, 202203

Brain games, 124-126

Brainstorming, 34, 139

Breakfast meetings, food for, 130-131

Breaks: movement activities for, 53,

132-133; scheduling, 53—54; suggested

o
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foods for, 131-132; in videoconfer-
ences, 70

Burns, G., 203

Bywater, G., 174-175

C

Capture Labs, 178-179

Cell phones, 19, 41, 74-75. See also
Telephone conversations

Centra, 168

Chavez, N., 171

Chunks game, 123

Cisco Systems, 171

Closed-ended questions, 60

Closing meetings: setting time for, 11,
52-53; steps for, 137138

Closing presentations, 98, 101, 188-189

Collard, R., 171

Communication: to build trust, 67-68;
clarity of, in multicultural meetings,
77-82; electronic devices for, 19, 41,
177-178; with key players prior to
meetings, 7. See also Nonverbal
communication

Communications, external, 156—163;
content for, 157-158; frequency of,
159-160; methods for, 160-162;
reasons for, 156, 160; recipients of,
159; team exercise on, 162

Computers. See Electronic communica-
tion devices; Technology-enabled
meetings

Conflict resolution, 103—107; in telecon-
ferences, 74; tips for meeting facilita-
tors on, 104-106; tips for meeting
participants on, 106-107. See also

Hostile questions

Conflicts: positive definition of, 103;
sources of, 103-104

Confrontations, to deal with problem
behaviors, 115-116

Conner Peripherals, 171

Consensus decision making, 7-8, 87,
90-92, 107

Consensus-secking questions, 62

Consequence questions, 63

Cost of meetings, 173—174

D

Daniels, W. R., 171, 172-173

Decision-making methods, 83-92;
selecting, 7, 175-176; types of, 84-92

Decisions: after-meeting revision of, 188;
characteristics of effective, 83; prepara-
tion of positions on, 9

DeKoven, B., 174, 177, 180

Democratic decision making, 86-87

Departing team members, 24-27; exit
interviews with, 23, 26, 27; tips for,
26-27; tips for team leader on, 25-26

Dinner meetings, food for, 132

Direct questions, 60

Discussions: keeping, on topic, 55-58,
113, 175-176, 184-185; obtaining
and managing effective, 59-65,
186-188; side, in videoconferences,
70,112

Doyle, M., 203

Drexler-Sibbet Team Performance
Indicator, 38

E
E-mail, 3, 25, 45-47, 161
Eassa, K., 171
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EDS, 178-179

Electronic communication devices:
anonymity with, 177-178; turning off,
19, 41. See also Technology-enabled
meetings

Ending meetings: setting time for, 11,
52-53; steps for, 137138

Ending presentations, 98, 101, 188-189

ERoom, 168-169

Evaluation: exit interviews as source of,
23, 26, 27; five-minute exercise for,
141-143; as step in closing meeting,
138; ten-minute exercise for, 144—146;
two-minute exercise for, 139140,
185-186

Exit interviews, with departing team
members, 23, 26, 27

Expert decision making, 87-88

F

Facial expressions. See Nonverbal
communication

Facilitators. See Meeting facilitators; Team
facilitators

Federal Express, 171

Feedback: asking for, at beginning of
meetings, 44; exit interviews for, 23,
26, 27. See also Evaluation

“Final exam,” 190-201

Five-Minute Meeting Evaluation,
141-143

Follow-up: actions for, after meeting,
153-155; on off-site team meetings, 40

Food: fun options for, 118, 119-120;
healthy options for, 130-132

Fors, M., 173, 176

Fun, 118-129; as characteristic of good

o
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meetings, 180; food options for, 118,
119-120; games for, 119, 123-128; at
off-site team meetings, 39; personal
activities for, 118-119, 120-122; toys
for, 119, 128—-129. See also Humor

G

Games, for fun at team meetings, 119,
123-128

Ground rules, 28—-31; on action items,
151; how and when to refer to, 30-31,
44, 114; identifying relevant, 7; for
meeting notes, 17-18; for off-site team
meetings, 41; process for developing,
30; purposes of, 28; sample, 29; on
speaking at meetings, 58, 98

Group Systems V, 174

Grove, A., 173

A Guide to Successful Meeting Management
(Mosvick and Nelson), 202

H

Handouts, 6, 96

Hostile questions, 99, 101

Hot Office, 169

How to Make Meetings Work (Doyle and
Strauss), 203

Humor, in multicultural meetings, 79

|

I Know Someone Famous activity, 122

Icebreakers. See Activities

Improving meetings: meeting participant
self-test for, 181-183; techniques for,
171-180; Ten-Minute Meeting
Evaluation used for, 144—146. See also

“Final exam”
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Intel, 172-173, 175-176

Introductions: at beginning of meetings,
43; at kick-off meetings, 34; of new
team members, 22, 23, 43; personal
activities for, 120-122; of presenta-
tions, 101; in teleconferences/video
conferences, 43, 73, 74

Invitees: communicating with, 7; deter-
mining, 6, 13; listing in meeting
notices, 13; number of, 7—8. See also

Meeting participants

J

Jokes, in multicultural meetings, 79

K

Kick-off meetings, 32—-36; components of,
33-34; defined, 32; sample notice and
agenda for, 35

Kieffer, G. D., 202

Krattenmaker, T., 204

L

Length: of breaks, 53; of meetings, 53,
173-175; of presentations, 97-98,
101, 188-189

Lind, L., 178

Listening: in multicultural meetings, 79,
80; with open mind, 113-114; to
resolve conflicts, 104, 106-107; in tele-
conferences, 69, 75

Live Meeting, Microsoft, 167-168, 205

Logistics. See Meeting rooms

Lunch meetings, food for, 131
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M

Management, expectations of, at kick-off
meeting, 33

The Manager’s Guide to Effective Meetings
(Streibel), 203

Mankins, M., 203

Meeting facilitators: arrival time for, 42;
comments by, with decision-making
methods, 85-91; meeting preparation
by, 5-8; problem situations for,
184-189; role of, in team meetings, 17;
tips on after-meeting actions for,
153-154; tips on conflict resolution
for, 104-106; tips on getting effective
participation for, 59-65, 186-188; tips
on multicultural meetings for, 80-82,
186; tips on nonverbal communication
for, 109-110; tips on presentations for,
101, 188-189; tips on starting meet-
ings for, 42—44; tips on teleconferences
for, 73—74; tips on videoconferences
for, 69-70

Meeting Marvel self-test, 181183

Meeting Meter, 174

Meeting monsters, 112-117

Meeting notes, 147-149; communication
of, 148, 153, 157-158; components of,
17-18, 147, 152; minutes vs., 17, 147;
sample, 148-149

Meeting notices: components of, 11-12,
13; for kick-off meetings, 35; sample,
14; when to distribute, 6

Meeting participants: anonymity of,
177-178; arrival time for, 9, 19; prob-
lem behaviors by, 112-117, 185, 187;
responsibilities of, 18-19; self-test for,
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181-183; silent, 63-64, 65, 80, 112;
tips on after-meeting actions for,
154-155; tips on conflict resolution
for, 106-107; tips on multicultural
meetings for, 78-80; tips on videocon-
ferences for, 70-71; viewing meetings
as nonwork, 172—173. See also Invitees;
Team members

Meeting Robbers (video), 205

Meeting rooms: electronic, 178-179;
meeting facilitator’s checking on, 8;
selecting, for off-site meetings, 4041

Meetings: face-to-face, with stakeholders,
160; importance of, 171, 172-173;
necessity of, 3—4, 5; number of, 172;
private, to deal with problem behav-
iors, 114-115; staff and management,
160-161. See also Team meetings;
Technology-enabled meetings

Mentors, for new team members, 22

Miller, W., 179

Minutes, 17, 147. See also Meeting notes

Morning meetings, food for, 130-131

Mosvick, R. K., 202

Multicultural meetings, 77-82; food for,
119, 120 tips for meeting facilitators
on, 80-82, 186; tips for non-primary
English speakers on, 80; tips for pri-
mary English speakers on, 78-79; value
of clear communication in, 77-78

“Multiple Roles on Online Facilitation”
(Rangarajan and Rohrbaugh), 204

Murder Mystery game, 126-127

Mystery Guest activity, 122
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N

Necessity of meetings, 34, 5

Needs assessment, for off-site team
meetings, 38

Negotiation, to deal with problem
behaviors, 115

Nelson, R. B., 202

New team members, 21-23; tips for, 23;
tips for team leader on, 21-23

Newspaper Interview activity, 120—121
Nonverbal communication: interpret-
ing and responding to, 108-111; in
multicultural meetings, 77, 81; by
silent meeting participants, 63, 65, 80,
112; in videoconferences, 70; when
giving presentations, 97

Norms. See Ground rules

Notes: from Five-Minute Meeting
Evaluation, 141; meeting participants
taking, 19; new team members taking,
23; relying on, in presentations, 94. See
also Meeting notes

Notices. See Meeting notices

Number: of invitees to meeting, 7-8; of
meetings, 172

Nunamaker, J., 177-178

(o)

Objectives: clarifying, before meeting, 5;
identifying, in meeting notice, 11, 14;
for off-site team meetings, 38-39

Off-site team meetings, planning, 37-41

Ogdin, C. A, 178

100-Mile Rule, 41

101 Ways to Make Your Meetings Active
(Silberman), 202
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Open-ended questions, 59—-60, 104-105
Outcomes, 11. See also Objectives
Overhead questions, 60

P

Paraphrase questions, 62-63, 98-99

Parker Team Development Survey, 38

Parking lot attendants, 18

Parking lot technique, 56, 175, 176
Participation: attendees’ responsibility
for, 19; techniques for getting effective,
59-65, 186-188

Participative decision making, 85-86

Personal activities. See Activities

Phones: cell, 19, 41, 74—75; conversations
via, 3, 46, 161

“Pitfalls in Meetings” (Prewitt), 204

Plop decision making, 89-90

Positive reinforcement, to deal with
problem behaviors, 115

Preparation for meetings, 5-10; by meet-
ing facilitators, 5-8; by meeting partici-
pants, 5, 9, 18-19; for off-site team
building, 37-41; stated in meeting
notice, 11-12, 14

Presentations, 93—102; answering ques-
tions related to, 98-99, 100; delivering,
96-98; practicing, 9, 94-95, 100;
preparing content of, 93-95; preparing
slides for, 95-96; team, 99-101; tips
for meeting facilitators about, 101,
188-189

Prewitt, E., 204

Probe questions, 61-62

Problem behaviors: after meeting, 155;
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avoiding, 19; in team meetings,
112-117, 185, 187

Problems and obstacles, communication
of, 158

Productivity, increasing, of meetings,
174-175

Progress reports, communication of, 158

Project administrators. See Scribes

Project plans, communication of, 158

Purpose: for meetings, 3—4; for off-site
team meetings, 37-38; stating, at
beginning of meetings, 43

Puzzles, brain, 124-126

Q

Questionnaires: final exam on meeting
excellence, 190-201; self-test for meet-
ing participants, 181-183; Ten-Minute
Meeting Evaluation, 145-146

Questions: answering, inspired by presen-
tations, 98-99, 100; to encourage
effective participation, 59-63, 64;
responding to nonverbal communica-
tion with, 110; of team members at
kick-off meeting, 33-34

R

Rangarajan, N., 204

Re-direct questions, 60-61

Readings, 6, 11-12

Recorders. See Scribes

Relay questions, 61

Resource requests, communication of, 158
Rieley, J. B., 173

Rohrbaugh, J., 204

Ryburg, J., 172, 179
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S
Schrage, M., 175, 177
Schwab, 179-180

Scribes, 17-18, 141, 142. See also Meeting

notes

Secretaries. See Scribes

“The Secrets of Team Facilitation”
(Burns), 203

Silberman, M., 202

Splitting the difference, decision making
by, 88-89

Sponsors, external communication via,
161

Starting meetings: with evaluation of pre-
vious meeting, 145—146; setting time
for, 11, 52-53; on time, 42, 55, 57,
184; tips for meeting facilitators on,
4244

Staying on track, 55-58, 113, 175-176,
184-185

“Stop Wasting Valuable Time” (Mankins),
203

The Strategy of Meetings (Kieffer), 202

Strauss, D., 203

Streibel, B. J., 203

Success stories, communication of, 158

Summary questions, 62

Surveys, team assessment, 38

T

Tanberg, 168

Team charters, 34

Team facilitators: for team presentations,
99-100; trust-building by, 67

Team leaders: role of, in team meetings,
17; for team presentations, 99-100;

tips on departing team members for,

25-26; tips on new team members for,
21-23

Team meetings: decision making in,
83-92; defining roles for, 16-20; kick-
off, 32-36; off-site, 37—-41; tips on
starting, 42—44; virtual, 3, 167-169.

See also Meetings

Team members: defining roles of, 16-20;
departing, 24-27; introductions of, at
kick-off meeting, 34; meeting prepara-
tion by, 5, 9, 18-19; new, 21-23;
questions of, at kick-off meeting,
33-34; tips on teleconferences for,
74-75; trust-building by, 67-68. See
also Meeting participants

Team presentations, 99—-101

Team Quotes game, 123-124

Technology-enabled meetings: as alterna-
tive, 3; anonymity in discussions in,
177-178; creating documents in,
176-177; meeting rooms for, 178-179;
productivity of, 174-175; Web-based
tools for, 167-170. See also
Teleconferences; Videoconferences

Teleconferences, 73—76; introductions in,
43,73, 74; pros and cons of, 167; tip
for participants in, 74-75; tips for
facilitators of, 73—74; Web-based tools
for, 167-169. See also Technology-
enabled meetings; Videoconferences

Telephone conversations, 3, 46, 161. See
also Cell phones

Ten-Minute Meeting Evaluation,
144-146

Thomas, Kimberly, 176

3M Meeting Network, 204

Time: allocated for agenda items, 12,
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57-58; arriving prior to starting, 9, 19,
42, 96; beginning meeting on, 42, 55,
57, 184; establishing meeting, 11,
51-53; watching, during presentations,
97-98, 101, 188-189. See also Length

Time mismanagement, 55, 57-58

Timekeepers, 18

Topic magnification, 55, 56

Topic migration, 55, 56, 113, 175-176,
184-185

Toys, for fun at team meetings, 119,
128-129

Trainers Warehouse, 205

Trust, 66-68; building, 67-68; character-
istics of context exhibiting, 66

The Truth activity, 120

Two-Minute Meeting Evaluation,
139-140, 185-186

\"4
Videoconferences, 69-72; fun food for,
120; introductions in, 43; nonverbal
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communication in, 70; pros and cons
of, 167; side conversations in, 70, 112;
staying on track in, 184-185; tips for
facilitators of, 69-70; tips for partici-
pants in, 70-71; Web-based tools for,
167-169. See also Technology-enabled
meetings; Teleconferences

Videos, resource, 205

Virtual meetings. See Technology-enabled
meetings; Teleconferences;

Videoconferences

w

Web sites, resource, 204—205

WebEx, 169

“What-if?” scenarios, for meeting
facilitators, 8

What's in a Name? activity, 121

Y
You Are Unforgettable activity, 121-122
Your Meeting Resource Center, 205



