
 

 

 
 

 

 

          Better Business Focus  June 2015 

 

 

 

 
 

 

 
 

          Better Business Focus  June 2015 

 

 

 

 
 

 

 
 

          Better Business Focus  February 2022 

  

 
33 

 

“Let’s set up a meeting.” 

 

The statement itself seems harmless 

enough, but for the majority of us, 

the mere mention of yet another 

meeting is enough to send you off the 

deep end. It has been estimated that 

executives can be in meetings for up 

to 23 hours per week on average. 

And business owners can spend 

more than that in a given week! So 

while it may seem like just another 

meeting, it can really add up quickly 

and take away your ability to focus 

on your business.  
 

So today I wanted to share with 

you seven tips from my latest 

bestseller The Freedom Formula 

about how to make the most out 

of your meetings (or how to 

eliminate them all together.)  

 

1.  Only meet to create value.  

 

Meetings are for creating value, 

not playing politics, covering your 

backside, or simply because “that’s 

how we’ve always done things.” If 

the meeting doesn’t create value, 

cancel the meeting. You’ll reap an 

instant savings from the freed-up 

staff time for them to do other, 

more valuable work. Meetings are 

a great place to brainstorm ideas, 

reach a key decision, gain full buy-

in from your staff, or coordinate 

execution. Just make sure the area 

you’re brainstorming on, the 

decision you’re making, or the 

project you’re coordinating 

creates enough value for your 

company to yield a healthy return 

on your meeting investment. 

Otherwise, don’t hold the 

meeting.  

 

2.  Conduct a “standing 

meeting audit.”  

 

Review every standing meeting 

that your team participates in. Are 

these recurring meetings still 

relevant? Could you reduce the 

number of people participating 

and just circulate notes afterwards 

to the people who no longer have 

to attend? Could you shorten the 

meeting from an hour to thirty 

minutes? How about fifteen 

minutes? Could you reduce the 

frequency of these meetings? 

Perhaps you could combine two 

or more meetings into one? Slash 

out as many of the wasted 

employee hours as you can from 

these meetings; your company 

and staff will thank you. 

 

3.  Plan the meeting in 

advance.  

 

All meetings must have a purpose 

and an agenda. Someone must 

own the meeting and have 

planned out how best to 

accomplish the intended purpose. 

Ideally, this means a written 

agenda that gets in the hands of all 

participants well in advance of the 
meeting so they can come 

prepared themselves. At the very 

least, the meeting owner has 

invested the time to make the 

meeting valuable (or to cancel it). 

If there is specific information, or 

other preparation work that 

participants need to have ready, 

make that explicit on the agenda.  

 

4.  Engage your team right 

from the start.  

 

Think of opening your meeting 

like a blockbuster James Bond 

film: start with an action 

sequence. This can mean that you 

go around the room and ask team 

members to share a quick victory, 

insight, or relevant challenge. Or 

it could mean you ask them a 

provocative question and get each 

participant to share their initial 

thoughts. These openings will 

root your meeting participants in 

the meeting and get their 

attention. 

 

5.  Start and end your 

meetings strong.  

 

This means starting the meeting 

on time and expecting all meeting 

participants to come prepared. 

Make sure you end with clear 

lines of action and a clear 

“meeting is over.” Don’t let your 

meeting end by the slow leak of 

air. 

 

6.  Follow your meeting plan.  

 

It’s one thing to have an agenda, 

but altogether another thing to 
follow it. Make sure whoever is 

leading the meeting guides the 

conversation, giving all participants 

a voice and pushing past  
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unproductive moments when the 

meeting is on the verge of going 

down a dead-end spur. Of course, 

there are times when that tangent 

one of your team members brings 

up is brilliant and sparks a whole 

new way of seeing the situation 

and a better course of action.  

Experienced leaders know when 

to let spontaneity and creativity 

have free rein. There are times 

when ditching your preconceived 

agenda is the right move. 

 

7.  Clarify and follow up on 

action items.  

 

It’s one thing to have a productive 

meeting, but to reap its value, 

stuff has to get done. At the end 

of the meeting, go back and 

explicitly clarify action 

commitments. Clarify who owns 

which tasks, when they’ll 

complete them, and how they’ll 

“close the loop” by reporting its 

completion. This is half the 

accountability battle. The other 

half is ongoing follow-up to make 
sure all assigned tasks got done.  

 

As a default, the meeting leader 

should be responsible for holding 

all participants accountable on 

assigned action items. Of course, 

he or she could delegate this 

follow-up responsibility, but as a 

default this works well. Send a 

meeting recap email that lists data 

points, decisions, and next steps 

(Who? What? When? How to 

close the loop?). 

 

 

 

 

 

 

 

© Copyright, David Finkel 
 

About the Author 
David Finkel is co-author of,  

SCALE: 7 Proven Principles to Grow 

Your Business and Get Your Life 

Back (written with Priceline.com 

co-founder Jeff Hoffman), and one 

of the nation’s most respected 

business thinkers. A Wall Street 

Journal and Business Week 

bestselling author of 11 business 

books, David’s weekly business 

owner e-letter is read by 100,000 

business owners around the 

world.  David is the CEO of Maui 

Mastermind, one of the nation’s 

premier business coaching 

companies.  Over the past 20 

years, David and the other Maui 
coaches have personally scaled 

and sold over $2 billion of 

businesses.   
 

Co-ordinates 
Web: www.MauiMastermind.com 

Email: 
memberservices@mauimastermind.

com 
 

 

 

 

If you’re a business owner who 

wants to accelerate your 

company’s growth, but do it in a 

way that enables you to get your 

life back, this bestseller is for you. 

 

 

 

 

 

 

 

 

 

 

You’ll Learn: 

• The only sustainable way to 

escape the Self-Employment 

Trap™ 

• The 4 most costly excuses 

that hold business owners 

back 

• The 8 essential building blocks 

upon which to scale your 

company 

• 25 formats to package your 

business systems 

• A powerful 1-page quarterly 

action plan format 

• 6 time mastery strategies to 

free up a full day each week to 

build your business 

• And much more … 

Picture Source: https://search.creativecommons.org/photos/a6b5789c-

41a1-418b-9db6-8055a2824d99 

 

Important Notice 
© Copyright 2022, Martin Pollins, All Rights 

Reserved 
 

This article appeared in Better Business Focus, 

published by Bizezia Limited (“the publisher”). 

It is protected by copyright law and 

reproduction in whole or in part without the 

publisher’s written permission is strictly 

prohibited. The publisher may be contacted at 

info@bizezia.com  

 

Some images in this publication are taken 

from Creative Commons – such images may 

be subject to copyright. Creative Commons is 

a non-profit organisation that enables the 

sharing and use of creativity and knowledge 

through free legal tools. 

 

The article is published without responsibility 

by the publisher or any contributing author 

for any loss howsoever occurring as a 

consequence of any action which you take, or 

action which you choose not to take, as a 

result of this article or any view expressed 

herein.  

 

Whilst it is believed that the information 

contained in this publication is correct at the 

time of publication, it is not a substitute for 

obtaining specific professional advice and no 

representation or warranty, expressed or 

implied, is made as to its accuracy or 

completeness.  

 

Any hyperlinks in the article were correct at 

the time this article was published but may 

have changed since then. Likewise, later 

technology may supersede any which are 

specified in the article. 

  

The information is relevant within the United 

Kingdom. These disclaimers and exclusions 

are governed by and construed in accordance 

with English Law. 

 

Publication issued on 1 February 2022 

  

  

 


