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The Meeting Guide:
How to have meetings that don’t feel like a waste of time

BW

Introduction: 
Why Productive Meetings Matter

Have you ever thought to yourself, in the middle of a 
meeting, why am I here? What a waste of my time!

In the United States alone, approximately 11 million 
meetings take place daily, yet many fail to achieve 
their intended purpose. When meetings are 
conducted effectively, they not only save valuable 
time but also drive meaningful results through better 
decision-making and team alignment.
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Today's Agenda
Types of Meetings

When to have remote or in person meetings

Explain Key Differences

What you are trying to accomplish with the 
meeting can help decide what kind of 
meeting to have
Leverage Technology

Identify the right tools and platforms to 
enhance meeting productivity and 
engagement

The Productivity Challenge

$37B
Annual Loss

Estimated cost of 
unproductive meetings in 

the US economy each year

67%
Failure Rate

Percentage of meetings 
that fail to meet their stated 

objectives according to 
Miro research
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Meeting Types: Task-Based 
vs. Relationship-Based

Task-Based Meetings

• Strictly agenda-driven
• Focus on information sharing
• Emphasize efficiency 

and outcomes
• Often shorter in duration

Relationship-Based 
Meetings

• Prioritize trust-building
• Encourage open collaboration
• Value interpersonal 

connections
• May require more time 

investment

When to Meet Online

Quick Updates
Brief status meetings 
and daily stand-ups that 
require minimal 
discussion

Remote Teams
When participants are 
not in office but still 
working                    

Routine Topics
79% of remote workers 
prefer virtual formats for 
recurring, task-focused 
discussions
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When to Meet In-Person

Trust Building
Face-to-face 
interaction improves 
relationship quality 
by 43% compared to 
virtual-only

Creative Sessions
Brainstorming and 
innovation 
workshops benefit 
from in-person 
energy

Sensitive Topics
Difficult 
conversations and 
confidential 
discussions that 
require full attention

Hybrid Meetings: The New 
Norm
The Hybrid Advantage

73% of companies now regularly use hybrid 
meeting formats to accommodate diverse work 
arrangements while maintaining productivity.

This approach combines the efficiency of virtual 
meetings with the relationship-building benefits 
of face-to-face interaction.
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Best Practices: Online 
Meetings Overview

Plan Ahead

Create and distribute detailed agendas with 
clear time allocations for each topic

Set Clear Objectives

Define specific, measurable outcomes you 
want to achieve by the meeting's end

Use Technology Wisely

Select appropriate platforms and tools that 
enhance rather than hinder participation

Online Meeting Preparation
1 48+ Hours Before

• Share detailed agenda with all participants
• Include pre-reading materials if applicable
• Confirm attendance and technical requirements

2 1 Hour Before
• Assign key roles: facilitator, note-taker, timekeeper
• Prepare digital collaboration spaces
• Review presentation materials

3 30 Minutes Before
• Test camera, microphone, and internet connection
• Ensure your background is professional
• Close unnecessary applications to reduce distractions

9

10



12/23/2025

6

Effective Agendas for Virtual Meetings
Key Components

• Meeting purpose statement

• No more than 5-7 priority topics

• Specific time limits for each item

• Clear owner assigned to each topic

• Required preparation notes

• Desired outcomes or decisions needed

Managing Participation Online
Structured Participation

• Designate a dedicated moderator

• Use virtual "raise hand" feature

• Monitor chat for questions

• Call on specific individuals for input

• Begin with an icebreaker activity
Virtual meeting controls help 
manage participation effectively

• Cameras on with less than 15 people

• Camera always on for whoever is speaking
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Keeping Virtual Meetings Engaged

Interactive Polls

Quick questions to gather 
opinions and keep attention 
focused

Breakout Sessions

Small group discussions to 
increase participation

Reaction Features

Quick emoji feedback to 
maintain engagement

Keep virtual meetings under 45 minutes when possible, to prevent fatigue.

Virtual Meeting Recordings and Notes

1

During Meeting
• Record session with participant consent
• Use transcription tools for accessibility
• Designated note-taker captures key points

2

Within 3 Hours After Meeting Ends
• Share recording link with all participants
• Distribute meeting notes with action items
• Highlight decisions made and next steps
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Troubleshooting Virtual Meeting Issues

Connection Problems
When bandwidth is limited:

• Switch to audio-only mode

• Close other applications using internet

• Move closer to your router

Background Interruptions

When disruptions occur:

• Use virtual waiting rooms

• Implement "mute all" function

• Enable background blur or 
virtual backgrounds

Technical Failures

When systems fail:

• Have alternate platform ready

• Send backup conference call number

• Know how to restart your equipment quickly

Best Practices: In-Person Meetings Overview

Collaboration Focus
Design for maximum 

interaction and idea sharing

Innovation Space
Create environment that 
stimulates creative thinking

Trust Building
Leverage face-to-face 
interaction to strengthen 
relationships

Effective Dialogue
Structure conversations for 

maximum participation
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Preparing for In-Person Meetings

Physical Space 
Preparation

• Reserve appropriate-sized 
quiet room

• Arrange seating for interaction

• Check lighting and 
temperature

• Test presentation equipment

• Provide refreshments if 
appropriate

Participant Preparation

• Confirm attendance 24-48 
hours prior

• Share location details and 
parking info

• Distribute materials in advance

• Assign meeting roles

• Communicate expected 
preparation

Effective Agendas for In-Person 
Meetings

Clear Objectives
Begin with concise statement of meeting purpose
• What decisions need to be made?
• What information needs to be shared?
• What problems need to be solved?

Visual Support
Include references to visual aids for complex topics
• Presentation slides for data sharing
• Handouts for detailed information
• Whiteboard space for collaborative work

Time Management
Allocate specific time blocks with buffer zones
• 20% of time for discussion and Q&A
• 5-minute breaks for longer meetings
• Start and end times clearly marked
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Facilitating In-Person Meetings

Start Strong

Begin exactly on time to set expectations, welcome participants, and review objectives

Guide Discussion

Maintain focus on agenda items, encourage participation from all attendees, and manage 
dominant voices

Capture Progress

Regularly summarize key points, document decisions, and clarify action items

Close Effectively

End on time with clear next steps, responsibilities assigned, and follow-up 
expectations set

Engagement in Person

Nonverbal Communication

In-person meetings benefit from the full 
spectrum of body language cues that 
strengthen communication and build rapport 
among participants.

• Eye contact builds trust

• Facial expressions convey emotion

• Posture indicates engagement level

Interactive Tools

Physical collaboration tools often generate 
more spontaneous ideas and greater 
participation.

• Whiteboards for visual thinking

• Sticky notes for idea collection

• Breakout spaces for small groups
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Managing Conflict In Person

Address Directly

Acknowledge disagreements 
constructively as they arise 
rather than allowing tension 
to build

Active Listening

Encourage participants to 
restate others' positions to 
ensure understanding before 
responding

Document Points

Visibly record areas of 
agreement and disagreement 
to create shared 
understanding

When tensions rise, consider a short break to allow emotions to settle before continuing the discussion.

Post-Meeting Actions: In Person
1 Within 24 Hours

• Distribute detailed meeting minutes
• Highlight key decisions made
• Share any presentation materials

2 Within 48 Hours
• Assign specific action items with deadlines
• Schedule necessary follow-up meetings
• Update project management tools

3 Weekly Follow-up
• Check progress on assigned tasks
• Address any emerging obstacles
• Provide necessary resources
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Meeting Roles and Responsibilities

Facilitator

Leads discussion, 
manages time, 
ensures all voices are 
heard, and keeps 
conversation on track

Note-taker

Captures key points, 
decisions, and action 
items; distributes 
minutes after the 
meeting

Participants

Come prepared, 
actively engage, stay 
on topic, and follow 
through on 
commitments

For larger meetings, consider additional roles such as 
timekeeper, tech support, or process observer.

Measuring Meeting Success

Qualitative Measures

• Post-meeting satisfaction surveys
• Participant engagement levels
• Quality of decisions made
• Team alignment on outcomes

Quantitative Measures

• Action item completion rates
• Time spent vs. planned duration
• Number of decisions per hour
• ROI calculation: value vs. cost

Regular measurement creates accountability and helps identify improvement opportunities 
for future meetings.
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Tools for Productive Meetings: Online Example

Video Platforms

Zoom, Teams, and Google Meet 
facilitate real-time video 
collaboration with screen 
sharing

Digital Whiteboards

Miro and Mural provide virtual 
canvas for visual collaboration 
and brainstorming

Action Tracking

Asana, Trello, and Slack help 
manage follow-up items and 
deadlines

Tools for Productive Meetings: 

In-Person Example

Visual Display

Projectors and smart boards 
bring presentations to life with 
high-resolution visuals

Audience Response

Digital polling tools allow for 
anonymous input and instant 
feedback visualization

Collaboration Spaces

Physical whiteboards and wall 
space for capturing and 
organizing ideas
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Hybrid Meeting Technology

Essential Equipment

• Dual displays for 
content and 
participants

• 360° conference room 
cameras

• High-quality 
omnidirectional 
microphones

• Smart speakers with 
noise cancellation

• Interactive 
touchscreens for 
collaboration

Digital Integration

• Cloud-based document 
sharing

• Real-time collaborative 
editing

• Digital whiteboard with 
remote access

• Integrated chat and 
reaction features

• Recording capabilities 
for absentees

Accessibility in Meetings

Caption Support

Implement auto-
captioning for participants 
with hearing impairments

• Live transcription services

• Closed captioning on 
presentations

• Written summaries of 
audio content

Documentation Access

Make meeting content 
available in multiple 
formats

• Recordings with transcripts

• Screen reader-
compatible documents

• Alternative text for all 
images

Language Support

Address multinational 
team needs with 
translation tools

• Real-time translation 
services

• Multilingual meeting 
materials

• Clear, jargon-free 
communication
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Common Pitfalls and How to Avoid Them

Lack of Clear Purpose
Set specific objectives for every meeting
• Define expected outcomes in advance
• Question if a meeting is necessary
• Consider alternatives like email updates

Unprepared Participants
Ensure everyone comes ready to contribute
• Send pre-reading 48 hours in advance
• Specify required preparation
• Set clear expectations for participation

Unfocused Discussion
Maintain structure and direction
• Appoint a strong moderator
• Use a visible timer for each topic
• Create a "parking lot" for off-topic items

Ensuring All Voices Are Heard

Structural Inclusion

• Rotate meeting roles and facilitators

• Implement round-robin participation

• Use anonymous polling for sensitive topics

• Provide multiple feedback channels

• Alternate meeting times for global teams Behavioral Inclusion

• Directly invite quiet members to speak

• Acknowledge and credit ideas appropriately

• Manage interruptions respectfully

• Be aware of cultural communication styles

• Check for understanding regularly
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Meeting Culture: Building Trust and Openness

Transparent Communication

Share information openly and 
encourage honest dialogue

Psychological Safety

Create environment where 
taking risks is encouraged

Constructive Feedback

Focus on behaviors and 
impact rather than 
personalities

Recognition

Acknowledge contributions 
and celebrate successes

Building a positive meeting culture takes consistent effort but yields tremendous benefits in 
engagement and productivity.

How Often Should You Meet?

Daily Stand-ups

15 minutes or less, focused on 
quick coordination for agile 
teams

Weekly Syncs

30-60 minutes for project 
updates, obstacle removal, and 
short-term planning

Monthly Reviews

1-2 hours for performance 
analysis, strategic alignment, 
and longer-term planning

Match meeting frequency to the pace of change in your work. 
Faster-moving projects require more frequent check-ins.
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Future Trends in Meeting 
Productivity

AI Meeting Assistants
Software that automatically 
records, transcribes, and 
identifies action items from 
meeting conversations

Virtual Reality Collaboration
Immersive environments 
where remote teams can 
interact as if physically 
present, manipulating 
virtual objects together

Emotional Intelligence Tools
Technology that analyzes 
participation patterns and 
suggests interventions to 
improve engagement and 
inclusion

Expert Tips from Industry 
Leaders

"Preparedness is key: share agendas early, be clear 
about expected outcomes, and make sure everyone 
knows their role."
— Job van der Voort, CEO of Remote

"The most productive meetings happen when 
participants practice active listening and genuine 
engagement, rather than waiting for their turn to 
speak."
— Harvard Business Review

Industry leaders consistently emphasize preparation, 
clear purpose, and meaningful participation as the 
foundations of meeting success.
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Checklist: Online Meeting Readiness

1 Pre-Meeting Preparation
• Agenda shared at least 24 hours in advance
• Roles assigned (facilitator, note-taker, timekeeper)
• Pre-reading materials distributed
• Calendar invites with clear joining instructions

2 Technical Setup
• Video and audio equipment tested
• Internet connection confirmed stable
• Presentation materials uploaded and ready
• Backup communication channel established

3 Meeting Management
• Time limits set for each agenda item
• Discussion points clearly outlined
• Recording and notes plan established
• Follow-up communication prepared

Checklist: In-Person Meeting Readiness

1 Room Preparation
• Appropriate space booked and confirmed
• Seating arranged for optimal interaction
• Environmental controls checked (lighting, temperature)
• Refreshments arranged if applicable

2 Materials Readiness
• Presentation equipment tested and working
• Handouts printed and distributed
• Whiteboards, markers, and supplies available
• Name tags or placards prepared if needed

3 Participation Planning
• Agenda distributed with clear objectives
• Roles assigned and communicated
• Plan for brainstorming activities prepared
• Feedback collection method established
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Five Best Practices

1

Purpose
Clear objectives using best format, in person or online

2
Preparation
Detailed agendas, roles, materials

3
Participation
Inclusive engagement, active listening

4
Productivity
Time management, focused discussion

5
Progress
Follow-up actions, accountability, measurement

These five levels form the foundation of consistently effective meetings, regardless of format or purpose.

Thank you!

www.asssociatedemployers.org
406-248-6178
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