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EXECUTIVE MEETING RESET

DO THIS

e Have an Agenda. Set an agenda for every

meeting with 3+ people. This includes
follow-up items from previous meetings to
drive accountability, key decisions to be
made, and a short list of post-meeting
actions and accountabilities.

Cap Meeting Time. Meetings naturally
expand to fill the time allotted, so limit
meetings to 60 minutes unless they are
working meetings (e.g., Board document
preparation; succession planning).

Assign a “Chief Simplifier”. Most
executive teams over-complicate design
and execution. Unnecessary complexity is
a key contributor to the high failure rate
(70%) of most change initiatives. Having
someone assigned to cut complexity in
real time saves time and money.

Leave the Meeting. As a CEOQ, if you left
mid-meeting, would decisions still be
made? If not, you don’t have a leadership
team, you have a dependency chain.
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Senior leaders spend 70% of their time in meetings, yet most admit less than half of that
time is productive (HBR, 2019). Resetting how executive meetings run can immediately
increase speed and impact. Below is a short list of do’s and don’ts you can use to improve
the effectiveness and value of your executive meetings.

DON’T DO THIS

Have Carry-Over Issues. Teams
should not carry over issues or decisions
more than twice. If you are, examine the
team size & composition and/or the
decision-making process.

Have Large Teams. Complexity grows
exponentially with team size, so having
more than 5 — 7 members slows
decisions, dilutes accountability, and
protracts communications.

Allow Long Presentations. Limit decks
to 5 slides. For example, for decision-
making these would include: 1. Context,
2. Problem Definition, 3. Alternatives, 4.
Recommendation, and 5. Impact.

Permit Functional Updates. Doing
round-table “business-as usual” updates
wastes time and energy. Limit functional
updates to “business critical issues”. All
other updates can be included as pre-
reads with 5 minutes for Q&A in meeting.
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