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In a meeting have you ever:
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Walked out at the end with no results or agreed upon
actions?

Been stuck in a long discussion with no focus?

Found the meeting hijacked by irrelevant tangential
issues?

     Whether you're the meeting's organizer or its captive,
there are things you can do to salvage lost meetings, get
wayward meetings back on track, or change the tone in the
room as an attendee. You just need to know what to say.
 
Lead from Where You Sit, Stand or Suffer
     It's not true that only the meeting's leader can alter a
meeting's course. Regardless of the level of formality of
meetings, the following tips can be used to increase the
productivity and sharpen the focus of any meeting.
 
Make Parliamentary Procedure Your Friend 
     Most of today's meetings are less formal than those found
in the House of Commons, yet they still operate on the
underpinnings of their rules of order which follow:

Meetings start and end on time
Only one matter is addressed at a time
Only one person may speak at a time
No person can speak a second time until all who wish
have also spoken
A spirit of fairness and good faith is paramount
Each member has the right to understand any question
and understand the effect of their decision at any time

You Already Know the Basics  
      Whether or not you formally apply rules of order in
decision making, you are likely using them informally on a
daily basis. Consider the following conversation among
members of a department at work:  
 

JackJack : "I think we ought to plan a special meeting for November
to get to know all the new hires." (Jack has made a motion.)
 
AngelicaAngelica: "I agree. That sounds fun." (Jack's motion has just
been seconded by another, deeming it fit for further
discussion.)
 
CarolCarol :  "Wow, what an efficient way to get to know them."
(Discussion of pros and cons has begun)
 
ReggieReggie: "We used to just do it through emails and a group



lunch." (discussion continues)
 
SteveSteve: "What about turning it into an offsite retreat?" 
(motion is amended)
 
Multiple responsesMultiple responses  (amendment is discussed):
"Yes."
"I love that idea."
"Good thinking"
"What a boost for our team."
 
"Hmm. How many would prefer a retreat?" 
(Vote on the amended motion)
 
"Great. It's unanimous. We'll plan an offsite."  (Motion carries.)

 
Phrase It
     You don't have to be a Parliamentarian to use the
following procedural phrases:
 

I (hereby) call this meeting to order  
To officially start the meeting
 
Let's table that 
Suspend discussion of the topic (or motion) 
at hand indefinitely
 
Point of information  
Nice way of asking for clarification - at any time
 
Point of clarification 
How to ask - at any time - when you are confused

 
Let's refer it to committee 
A way of off-loading the current discussion
 
Since we're in agreement... 
Another way of garnering agreement to act
 
We're adjourned 
To end the meeting

 

Phrases to Focus and Forward the Action     

 
At the beginning, to address the objectives of the
meeting:   
    "We're here today to discuss..."
    "Our main objective today is..."



    "The primary purpose of today's meeting is..."
 
 
In the middle of the meeting:   

To curtail an endless discussion:
    "Are we hear to discuss or decide?"
 

If one person's monopolizing the conversation:
    "I'd like to hear from those who we've yet to hear from"
 

When someone revisits an issue that's already talked out:
    "That question has already been asked and answered"

"Let's not reopen a discussion we've already concluded"
 
Addressing inappropriate behavior:
    "Please, let's have one conversation only."
 
    "Just a reminder to refrain from interrupting."
 

"Thank you for your undivided attention;    
 we've scheduled a break in 10 more minutes."

 
    "Please let's express our passion positively."
 

"Let's all take a deep breath before going further; 
clearly there's a lot of energy around this topic."
 
"It's important we hear from those who've yet to speak."
   

To Get Meetings Back on Track:
 

"I'm afraid that's outside the scope of this meeting."
 

    "Let's try to stay to the point."
 
    "Let's get back on track, shall we?"
 
Furthering the action:
 

"Great. That's a nice transition to our next topic."
 
"Duly noted. At this time we should move on to our next
agenda item."
 
"We have to leave this discussion there for today, in the
interests of time."
 
"Let's move this topic to the Parking Lot for further
consideration."



 
"Given our time constraints, let's refer this to committee.
Toni, please chair this committee with Tom, Celeste and
Maria, and we'll make time next meeting for your report."

 
To close the meeting:
 
    "Before adjourning, let's review who will do what 
      by when."
 

"This is a good finishing point. Let's review today's
decisions and action items before adjourning."

 
    "Unless there's anything else I'll adjourn our meeting
      on time."
 

"Thank you all for your engagement and input. Please
review the minutes within 24 hours of receipt and we'll
meet again a month from now. Meeting adjourned."

 
"As the top of the hour has arrived, I will now close this
meeting. Meeting Adjourned."

 
Before we adjourn...
     Don't be stressed by uncomfortable meetings. Try using
our suggestions to help everyone be productive and leave
energized.
 
Meeting Adjourned.   

 
 

RELATED TRAININGS 
 
 

Would you like to make your meetings fun and easy? Our
fast-paced half-day training will show you how!
Click for a PDF description. 
 
In our full-day course Facilitation and Meeting Management,
you'll enhance your skills and get hands on experience
playing multiple roles. Click for a PDF description. 
   
Would you like to be more spontaneous in meeting
situations? Our popular Think on your feet training helps you
be as poised, confident and brilliant off-the-cuff as you are
with a  prepared report. Click for a PDF description.
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Seeking a refresher course for leaders? Our Supervisory-101:
back-to-basics-training is just for you. Check it out.  
 
Would you like to elevate your stature in meetings and
beyond? Take our Executive Presence training to learn how
to exude confidence, engage those you lead, and earn the
respect of your colleagues. Click for a PDF description.   
 

COACHING:
 

     Do you have a leader or employee in need of coaching to
improve their leadership, facilitation skills,communication
skills, emotional intelligence, or customer service
proficiency? Let us help.
  
Enhance your Executive Presence through Coaching  
 
Coaching and Feedback for Increased Performance  
   
Emotional Intelligence: Effective Coaching and Assessments
 
 

 

Contact The Consulting Team to learn more about 
training and consulting assistance 

and also one-to-one coaching for leaders and employees.  

Call us at 650-965-3663  
or email us at

M@TheConsultingTeam.com 
for more information.

www.TheConsultingTeam.com 
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