DO YOU REALLY
NEED A MEETING?

There are great alternatives to having
another meeting. Ask yourself...
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The goal can be achieved another way
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SCHEDULING YOUR NEXT MEETING

Is a meeting NECESSARY?
Explore Options reqUiring Iess Does This Really Need A Meeting? Consult The Flowchart _ _
. Sheeraz Raza - https:/mwww.valuewalk.com/2017/12/office-meeting-guide/
time from co-workers.

Who really NEEDS TO BE THERE?

? Be clear about required vs. can be informed later
" / from co-workers.

What can | do to ensure it's focused & interactive?
? Come up with a clear AGENDA. SEND MATERIALS
. in advance, & capture action items.






