
R E D U C E  M E E T I N G  L E N GT H  by shaving five minutes off each 

half hour of the total meeting time.

Examples: 30 min–5 min = 25 min | 60 min–10 min = 50 min

BEGIN MEETINGS BY CONFIRMING KEY DECIS ION-MAKERS 

and end meetings with a recap of key decisions and next steps, 

including deadlines and owners.

E N S U R E  E V E RY  M E E T I N G  H AS  A N  AG E N DA  and distribute any 

pre-reading materials the day before. Assign someone to take notes. 

Start and end your meetings on time.

S H A R E  A  M E E T I N G  R E CA P  within 24 hours following the meeting 

(and a recording, if applicable). 

K E E P  YO U R  CA L E N DA R  U P  TO  DAT E  and only accept meetings 

that you plan to attend. If meetings have to be moved or canceled, 

do so at least one day in advance.

HABITS of EFFECTIVE  
MEETING MANAGEMENT

M E E T I N G S ,  I N  E S S E N C E ,  A R E  M E A N T  TO  B O O S T  P R O D U C T I V I T Y  A N D  E F F I C I E N CY. 

When everyone is on the same page and aware of what should be done, even the most challenging 

tasks can be completed.

It’s important to make meetings as useful and constructive as possible. In the spirit of efficiency, 

here are five proven meeting management tips for higher productivity!
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