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REX Industry Roundtables are the premier way to improve your business and your life.
Monday Morning Resources brings you a new REX Resource every week for making things better.
 

TOPIC: Better Meetings
 

IDEA: Any meeting can be improved if the participants
                1. Notice what Helps the meeting and what HINDERS it.
                2. Share what they notice.
                3. Consider how to behave differently in future meetings.
 

PROCESS:  The attached Better Meetings Assessment will get you started.  Everyone takes a minute near the close of the meeting to fill out PART I, then everyone passes their responses 
to one person who compiles the results on PART II.  Part two is quickly copied and passed out to everyone to consider.
 

Ask any questions to clarify why someone scored significantly higher or lower than others.  This questioning is only to better understand one another's ratings; not to persuade them to change their rating.
 

Finally, discuss what can be done to improve future meetings. Don't try to do too much at once.  One or two action items is enough.  Write these down and post them in the meeting room.
 

Continue this cycle at each meeting and your meetings will get better. Don't spend more than 5% to 10% of the total meeting time on this process, unless the meeting is truly a disaster in which case more time may be needed.
DIRECTIONS
1-Fill this out at each meeting.
2-Rate each item 1-10.  10 means we are doing a great job on this item, and I award it a resounding ‘YES’.


A 1 means we are doing a terrible job on this item; it rates a strong ‘NO’.
3-One person quickly compiles everyone’s responses on a master sheet. Make copies for all.
4-Distribute master sheet to all in the meeting-ideally before they leave the meeting.
5-Consider how you will behave differently in future meetings based on the responses below.
	MEETING GUIDELINES
	

	My Name:
	My

Ratings

	1- Did I need to be in this whole meeting?
	

	2-Did we stay on the subject.
	

	3-Did everyone come prepared.
	

	4-Checking for agreement was done to make sure everyone really agreed.
	

	5-I have clarity on all decisions and assignments made in this meeting.
	

	
	My 

Ratings

	6-Mutual respect was high.
	

	7-The agenda items were all high value.
	

	8-The meeting impacted my morale in a positive way.
	

	9-We had just the right amount of discussion not too much not too little.
	

	10-Everyone ended in agreement and understanding with commitment.
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Ask any questions to clarify why someone scored significantly higher or lower than others.  This questioning is only to better understand one another's ratings; not to persuade them to change their rating.
 

Finally, discuss what can be done to improve future meetings. Don't try to do too much at once.  One or two action items is enough.  Write these down and post them in the meeting room.
What we commit to improving at the next meeting: 








What I personally will commit to doing in the next meeting to make my contribution to the meeting stronger
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