Cushions

When opinions differ, use cushions to be assertive yet soften
the blow!

| hear what you are saying ...

Let's consider this ...

You may be right ...

Let's also discuss ...

How about this angle ...

What would happen if ...

Have you thought about ...
Compare that idea with this idea ...

Meeting Leadership Action Plan

Based on the information and skills | gained from this
programme, | am committed to the following actions:

Things | will start doing in my meeting planning, execution, and
follow-up:

1.

2.

3.

4.

Things | will stop doing in my meeting planning, execution, and
follow-up:

1

2.
3.
4.
How to Make the Most of Meetings

1. Time is of the Essence

Start your meeting on time regardless of the number of absent
members. Don't punish those who arrived on time by waiting
for others. Tell latecomers they can get what they missed later.
This sets the standard for future meetings that may encourage
people to arrive on time more consistently.

2.Request the “Honor of Your Presence” with Advanced Notice
When developing a meeting agenda, fill it with exciting action
words to make the meeting as inviting as possible. Dale
Carnegie suggested, “arouse in the other person an eager
want.” This means give participants a promise of excitement or
change, 48 hours in advance.

3.Prior Preparation Prevents Poor Performance

In a written format, 48 hours in advance, send out an informal
agenda with topics, speakers, time constraints, action items
and desired results. Insist that each participant is prepared
with the proper documents and research. This will build
momentum toward positive results and keep the progression of
the meeting moving forward. If there are topics that take pre-

Translated by: Marina Lyubarskaya

CrnaxuBaHWe NPOTUBOPEYUiA

[Mpu 803HUKHOBEHUU Pa3TUYHbIX MHEHUU, ucnonb3ylime
memod cenaxusaHus npomusopeyuli, 0abbi 6bimb
ybedumestbHbIM, cenaxusas npu 3mom yerib!

A cnbiwy, yto Bel rosopuTe ...
[aBaitTe paccMOTpUM BOT 3TO ...
BoamoxHo, Bbl npasb ...

[aBaitte Takke obcyaum ...

A KaK Hac4eT TaKoil TOYKW 3peHus ...
A 4TO NPOU3OMZET, ECIN ...

He pymanu nu Bbl Hag 3TuM ...
CpaBHuTe 3Ty UZEK0 1 3Ty ...

BbinonHeHue lMnaHa deiicmeuti no pykosodcmey

Ha ocHoBaHuM MHcopMaLmy 1 HaBbIKOB, NOSTy4EHHbIX MHOI0
13 JaHHOI MPorpaMMbl, 1 0653yH0Ch BbIMOMHATD YKa3aHHbIe
HUXe JencTBUS:

[eiicTBuMS, KOTOPbIE | HAYHY OCYLLECTBNSATL NPY
MNaHUPOBaHMK, Peanu3aLum 1 OTCNIEXMBaAHUM MOUX CODPaHMIA:
1.

2.

3.

4,

[eiicTBus, KOTOPbIE S MPEKpaLLy OCYLLECTBNATL NPK
MNaHUPOBaHMK, peanu3aLum 1 OTCNIEXNBAHUM MOUX CODPaHMIA:
1.

2.
3.
4
Kax opzaHuzoeamp 6onbuwiuHcmeo cobpaHuli

1. Bpems umeem 3Ha4yeHue

HauuHaiiTe Bawe cobpaHie CBOEBPEMEHHO BHE 3aBUCUMOCTM
OT KONNYECTBA OTCYTCTBYHOLLMX YHACTHUKOB. He HakasbianTe
OXnaaH1eM Tex, KTo nMpubbin cBoeBpemMeHHO. Ckaxute
OMO34aBLLUMM, YTO OHI CMOTYT NO3Xe y3HaTb TO, YTO
nponycTunu. 3Ttum Bbl ycTaHoBUTE HOpMBI 4151 ByayLLmX
cobpaHwuii, KOTOpbI CMOTYT NOOLLPUTL JtoAel k Gonee
OpraHM30BaHHOMY CBOEBPEMEHHOMY MPUOLITHI.

2. 3abnazospemenHo nompebyime «Ysaxamp Bawe
npucymemeue»

Mpu NoAroToBKE NOBECTKU AHSI COOpaHMs ucnonb3yiTe crosa,
nobyxpaatoLLme K JencTButo, YTobbl caenatb cobpaHue
npuBneKaTenbHbIM, HAaCKOMNbKO 3T0 BO3MOXHO. [leiin KapHeru
npegnaran «npobyauTb y ApYroro YenoBeka XenaHme
XOTETb». ATO 3HAYUT - AaTb y4acTHUKaM obellaHue
MCUXONIOMYECKOTO BO3BYXAEHNS UMW U3MEHEHMS
npeaBapuTenbsHo, 3a 48 Yyacos.

3. [Npedwecmsyrowas nodzomoska npedomapawaem nioxoe
nposedeHue

3abnaroBpemeHHo, 3a 48 yacos, pa3oLUTE B MMCbMEHHOM
thopme HeobULManbHYO NOBECTKY [HA C YKa3aHWEM TEM,
[OKITag4MKOB, OrPaHNYEHMI N0 BPEMEHW, HAUMEHOBaHMIA
MEpONPUATUIA U XenaTenbHbIX pe3ynbTaToB. HacTaueaitTe,
4TOObI KaXObIN Y4aCTHUK Obl NOLTOTOBMEH U MMEN



research, provide that information with the agenda.

4.Go for the Goal

Know what result is desired from the start and communicate it
at every opportunity. Guide meeting conversations and
discussions toward that conclusion. When meetings within
meetings occur, remind participants of the ultimate goal to get
things back on track.

5.Moving On

Have a list of questions ready to stimulate thoughts.
Remember to keep things moving at a brisk pace. Try
incorporating some of these questions:

+ How will this happen?

+» Where has this worked before?

+ Is there any evidence that will verify what has been said?
+ How do we start and maintain momentum?

+ Will this idea have any constraints?

6. Have a Seat, Be Comfortable!

There is a thought that if a room is cramped and
uncomfortable, it will stimulate quick thinking and motivate the
attendees to do what they need to do so they can return to the
comforts of their desks. The opposite is also true. Some
sources suggest setting up less chairs than needed. One
reason for this is that late arrivals will feel uncomfortable when
attempting to squeeze into the group causing them to arrive on
time in the future. Keep in mind this could backfire and cause
negative results in some situations. Use proper judgement if
exercising this option.

7. Try a Stand-Up Routine

Some organisations have meetings where everyone stands
up. The idea is that the body and the brain work more
effectively from this position. Results can be achieved in a
quick manner and thinking off the top of the head is better
when on the feet.

8.Eat Then Meet

One thing to keep in mind about having food at a meeting is to
plan for it and schedule a separate time for eating. If the
meeting begins at 8:00 sharp, in the agenda state that
breakfast will be served from 7:30 to 8:00 and coffee only will
be available after 8:00. Hunger can be the reason people show
up, but keep in mind the highlight of the meeting should not be
the brand of bagels or the type of doughnuts that are served, it
should be the results.
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COOTBETCTBYIOLLME [AOKYMEHTbI 1 U3blCKaHusl. ITO co3pact
CTUMYI K [JOCTVKEHMIO NOMNOXUTENBHBIX PE3YNbTATOB U
obecneunt xof cobpanus Be3 3amuHok. Mpu Hanuuun Tem, Mo
KOTOPbIM BbINI0 NPOBEAEHO NpeaBapUTENbHOE U3yYeHNe,
npesocTaBbTe Takylo MHGOPMALMIO B MOBECTKE AHS.

4. Ndem K yenu

Ocoa3HaliTe ¢ CaMoro Havarna, kakon pesynbTar SBnseTcs
XenaTenbHbIM, 1 HanoMMHalTe 00 3TOM NPy Kaxaon
BO3MOXXHOCTW. Bo Bpems cobpaHus HanpaensiiiTe Bce
oBcyxaeHns 1 NeperoBopbl K TaKoMy 3akmioueHnto. Mpu
BO3HUKHOBEHM COBpaHuil BHYTPM cobpaHuid, HanoMHuUTe
Y4aCTHWUKaM O KOHEYHOM LIENN ¢ TeM, YTOBbI BEpHYTb
AMCKYCCUIO B HY)XHOE pYCro.

5. [Jswxemcs eneped

Mcnonb3yiTe NoAroToBNEHHbIN NepeyeHb BONPOCOB As
CTUMYNMUPOBaHMS Mbicrei. [ToMHUTe 0 He0BX0AMMOCTY
npuaepxvBaThes Temna cobpaHus. [MonbitaiiTech
ICMONb30BaTh HEKOTOPbLIE 13 3TUX BOMPOCOB:

- Kakum 0bpasom 310 nponsonget?

- ['ne 310 «paboTano» paHblue?

- EcTb N kakue-nnbo fokasaTenbcTea, KoTopble CMOryT
NOATBEPAMTL CkasaHHoe?

- Kak Ham nobyauTb 1 NoaaepxmeaTh CTUMYN?

- EcTb N kakme-nnbo orpaHuyeHust ans AaHHom uaen?

6. Ycmpausalimecb noy0obHee!

BhbITyeT MHeHWe, YTO ecnu MOMELLEHUe TECHOE M Hey0BHOe,
310 6ygeT nobyxaaTh k BbICTPOMY MbILLMEHNIO W
MOTMBMPOBATb Y4ACTHUKOB A€NaTh TO, YTO UM HY)XHO CAenaTh
ANS BO3paLLEHns K koMpopTy 3a CBOMMM CTONAMM.
MpOTMBOMONOXHOE MHEHWE TaKKe SABMSETCS NPaBaoN.
HekoTopble UCTOYHMKM NpeanaraioT NPeLoCTaBUTb MeHbLLee
KONN4ecTBO CTYMNbeB, Y4eM TpebyeTcs. OHOI U3 NPUYMH AN
3TOrO SIBNAETCS TOT (paKT, 4To onoaaasLuve ByayT
UyBCTBOBATb AUCKOMAOPT NPU NOMbITKAX «BTUCHYTLCA» B
rpynny, 410 nobyauT ux B Byaywem npubbiBath
CBOEBPEMEHHO. [TOMHUTE, 0OAHAKO, YTO B HEKOTOPbLIX
CUTyaLMsIX 3TO MOXET NPUBECTM K 0BpaTHOE peakumuu 1
oTpuuaTenbHOMY peaynbTaty. Mpu Ucnomnb3oBaHui 3Toro
BapWaHTa NpaBUbHO OLEHUTE CUTYaLMIO.

7. Monpobyiime npakmuky «"CmeH0an»

B HekoTopbIx opraHu3aLusix cobpaHus NpOBOAATCS TaKUM
obpa3om, uTo BCe NpucyTCTBYIOLME CTOAT. nes 3akmiovaeTcs
B TOM, Y4TO Teno 1 Mo3r pabotatoT 6onee aeKTUBHO B
[aHHOM NMOMOXEHUN. Pe3ynbTaT MOXeT BbITb JOCTUMHYT O4eHb
BbICTPO, a 1 ronosa paboTaeT nyJLle, Koraa «Horam NoKos
HET».

8.He cosewatimecb Ha 20/100Hb 1 XemydoK

lMomHuMTE 0B OLHOM BELM — 3annaHNPYNTE NPUeM MU BO
Bpems coOpaHus 1 BblgenuTe Ans aToro OTAENLHOE BPemS.
Ecnmn cobpanue HaunHaeTtcs ctporo B 8:00, ykaxuTe B
MoBeCTKe [Hs1, YTO 3aBTpak OyaeT HakpoIT ¢ 7:30 go 8:00, a
nocne 8:00 B Hanuume ByaeT Tonbko kodoe. [onog MoxeT ObiTh
MPUYUHON, KOTOPYIO JIOAM BbICTABNSAIOT HANOKas, HO MOMHHUTE,
4TO Ha NepBbIN NNaH cobpaHus JOMKHA BbIABUraTbCS He
TOpProBasi Mapka nogaBaeMbix OyOnMKOB W BIAL MOHYMKOB, a
pesynbTathl.



9. Read the Rules

As the facilitator, another ground rule to cut down on
interruptions should be to ensure that voice mail is in operation
or telephone messages will be taken for the participants. We
all know the turn off the cell phone rule. Use it! This will
eliminate additional reasons why anyone should miss one
minute of the excitement.

Be sure to give breaks to check messages—make sure a strict
guideline is given for when the meeting will reconvene.

10. There's Always a Next Time

If appropriate, schedule the next meeting upon conclusion so
all involved have the same advance notice to arrange
schedules. Allow enough time for projects and

assignments to be completed (assuming assignments are
made). Make sure that these action and follow-up items are
written down so there is no confusion afterward. Minutes
should be distributed no more than 48 hours after the meeting,
and accountability items need to be reinforced.
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9. Yumatime npasuna

B kauecTBe BcniomoraTensHon doyHKLMM HE0OX0AMMO
1Cronb30BaTh eLle 04HO OCHOBHOE NPaBMIO O COKPaLLEeHNM
yncna OTBIEYEHMIA Ha NpepbiBaHMe, 0becrneums, YTOObI Ans
y4acTHWKOB Dbina BKKOYEHA rONI0COBas novTa uinm
npUHUMan1chb TenedoHorpaMmbl. Bce Mbl 3Haem 0 npasune
OTKMKYeHUst MOOMMbHBIX TENedoHoB. McnonbayiTe ero! to
YCTPAHWT [OMONTHUTENbHBIE MPUYKHBI, N0 KOTOPLIM Apyriie
BOITKHbI yNycKaTb XOTS Bbl MUHYTY CBOEr0 3MOLMOHAMBHOTO
BO30yXaeHMS.

He 3abyabTe Npo nepepbiBbl ANs NPOBEPKM COOBLIEHNI —
obecneybTe, YTODbI ObINN JaHbI YETKIE YKa3aHWUs MO BPEMEHH
BO300HOBIMEHMs COBpaHms.

10. Bceada ecmb «B dpyeoli pas»

Ecnu 370 npumMeHnmO, 3annaHupyiTe cneayiollee cobpaHue
nocne 3aBepLUEHMS TEKYLLETO, YTOBbI BCE Y4aCTHUKM Bbinn
0[MHaKoBO 3abraroBpeMeHHO OCBEAOMITEHbI O CPOKaX
nposegeHus. [laiTe 4OCTaTOMHO BpEMEHU Ha NPOEKTbI U
3ajaHusl, KOTopble AOIMKHbI BbITb BbIMOMHEHb! (MPY YCIIOBUK,
YTO 3afjaH1s posgaHbl). Ybeautecs, YTobbl B MIMCHMEHHOM
BUAE Bblnn U3NOXEHbI Takue MeponpUsITUS 1 Bbin ykasaH
KOHTPOIb 3a WX MCNONMHEHWEM, Aabbl n3bexaThb NyTaHWLbl B
AanbHemweM. MpoToKorbl AOMKHbI BbITb pasocraHbl He
no3aHee, YeM Mo UcTeYeHUN 48 yacoB nocne cobpaHus, Takxke
[OMKeH ObITb YCUNEH KOHTPOMb 3a NO[OTYETHLIMI BOMPOCaMMU.



