Meeting Rules

\\ 71 % consider the meetings they

attend to be unproductive

days per year per person are
50 spent in meetings

1. Define a clear purpose and

@ godl IoREEieR meeting.

-y 2. Creafte an agenda.
2
g 3. Limit the number
’ of participants.
4. Respect others’ time. e

5. Respect others' fime.
No double bookings!

6. No multitasking.

7. Keep it brief! (everyone!) — \_~

www.excellence-researc h.com

N B



	Slide 1

