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Meeting checklist
 Meeting will be worthwhile

 Reserve time for mtg. prep

 Identify key attendees

 Identify optional participants

 Reserve meeting room

 Reserve speaker phone

  Obtain mtg. phone number and pass code 

 Reserve audio/visual equipment

 Obtain URL/login(s)

 Create agenda

 Assign timekeeper

 Assign scribe

 Send mtg. invitation

 Review minutes/summary

 Follow-up

How to make meetings 
more productive

Meeting templates

Free templates for Meeting Agendas, 
Action Item Lists and Meeting Minutes 
are available in Word file format, ready 
to download and customize for your 
requirements. Visit our resources for 
Small and Medium Businesses at 
www.xerox.com/templates How to make meetings 

more productive



How to make meetings 
more productive

The majority of office workers feel that meetings are 
among the top time consuming and ineffective parts of 
their week. The goal of this guide is to help you reduce 
the number of meetings you attend and to make the 
remainder more productive.
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Fulfill your role

Leader
The leader’s role is to facilitate discussion 
of the agenda’s topics and guide the group 
toward plans, actions and/or decisions. Seek 
to understand ambiguities and differences, 
and test for consensus. Speak clearly, use eye 
contact and address individuals by name. Use 
open ended questions to engage participation. 
Be inclusive, but discourage negative 
comments—look for the positive in even 
discouraging remarks or ideas “under attack.” 

The larger the group, the easier it is to 
move off-topic. Note topics worth revisiting 
later, then guide the discussion back to the 
current agenda. Do your best to politely 
discourage side conversations. Remember 
to thank participants for sharing their ideas 
and contributing to the discussion.

Timekeeper
A good timekeeper can add substantial 
value to a meeting with gentle but 
firm reminders of the clock. If a single 
timekeeper struggles to assert themselves, 
try assigning a timekeeping duo. 

Scribe
Not every meeting requires a scribe, but 
many meetings are improved by a written 
summary. Meeting minutes are useful as 
reminders, efficient summaries for extended 
teams and help ensure accountability for 
action items and deadlines. They’re also 

a great place to capture off-topic items 
that came up during the meeting for future 
follow-up. Leaders should review meeting 
minutes before distribution. When they’re 
sent, ask participants for improvement ideas 
for future meetings.

Participant
Whatever your role in the meeting, help 
the leader make it successful. If your role is 
to contribute to the discussion, follow the 
topics on the agenda and try to keep your 
comments focused there. If you have side 
issues or comments outside the scope of 
the discussion, briefly summarize them or 
follow-up with the leader after the meeting.

If your role in the meeting is primarily 
information gathering, focus your energy on 
listening and learning.

Get a room

For office workers in open environments 
or cubicles, nearby conference calls 
can be as distracting as cell phone 
conversations in waiting rooms. 
Participants and leaders of conference 
calls can raise the productivity of their 
neighboring coworkers by calling into 
remote meetings from a conference 
room instead of their cubicle.



Meeting Productivity 
(continued)

The power of color

When your meetings include 
a presentation or background 
information, be sure to print a copy for 
each of the participants. Today’s office 
workers are so busy many don’t make 
the time to review attachments prior to 
meetings. The best way to ensure they 
have the information at their fingertips, 
is to put it in their hands. 

Xerox provides a wide range of award-
winning color and black-and-white 
printers and multifunction printers 
designed for virtually any need or 
budget. For the full line-up visit 
www.xerox.com/office

Start on time
If you allow 5 minutes at the beginning 
of your meetings to set up equipment 
and dial into conference calls you should 
be able to start at the time listed on the 
agenda. If participants are late, don’t 
wait for their arrival. Once they learn you 
consistently start on time, they’ll make an 
extra effort to be prompt.

Establish ground rules
When you begin the meeting, briefly review 
the agenda, introduce the timekeeper 
and scribe, remind participants to turn off 
cell phones, focus on the meeting—not 
incoming messages—and ask for everyone’s 
help to keep the discussion on topic. If side 
issues need to be addressed, they will be 
captured and scheduled for future discussion 
or handled “offline.”

Delegate
If you find yourself double-booked as an 
important meeting approaches, consider 
sending a delegate to cover one of your 
conflicting appointments. Check with the 
meeting leader first, but a delegate is often 
a better alternative to canceling.
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Why meet?
Before you schedule a meeting, ask yourself 
two questions:

Is a meeting the most efficient use of 1. 
the participants’ time?

Is a meeting the most effective way to 2. 
advance the project or challenge? 

Consider the alternatives
Would a series of short, face-to-face 
meetings with relevant stakeholders be more 
productive and cost-effective than an hour 
long session with everyone? Could the topic 
be handled through email, IM or voicemail?

Who should attend? Limited
When a meeting is clearly the best 
alternative, invite those directly involved 
and key decision-makers. The smaller the 
group, the more likely the meeting will 
be productive. If a key contributor can’t 
make it, ask for a delegate or reschedule. 
Distribute a summary of the meeting’s 
results to a wider audience.

Who should attend? Unlimited
Inclusion varies in different business 
cultures. If the meetings in your office 
emphasize inclusion, divide the participants 

into two categories: required and optional. 
Required attendees are expected to 
participate, optional attendees are primarily 
present to listen. If possible, arrange the 
seating accordingly.

Set objectives
Leaders should identify specific goals for 
each meeting, but there’s a larger set 
of objectives meeting facilitators and 
participants should strive to advance:

Contribute to information sharing • 
(relevant to the topic at hand)

Strengthen interpersonal bonds• 

Improve communication and teamwork• 

Increase team morale and satisfaction• 

Boost productivity• 

Begin with the basics
It’s easy to take the basics for granted 
when scheduling a meeting, but make sure 
in advance that the conference room you 
book is the right size and equipped with all 
of the (functioning) equipment you’ll need 
to run your meeting efficiently. If anyone 
is attending via conference call, ensure you 
account for time zone differences and have a 
good quality speakerphone available.

Meeting basics



Save money meeting virtually
Remote or virtual meetings provide big 
savings over travel time and expense. When 
using meeting services for phone or desktop 
sharing, test the service well before it’s 
time to meet to ensure everything works 
as expected. Use good quality, hard-wired 
equipment whenever possible.

For conference call participants, use a hard-
wired handset or headset for the best sound 
quality. To minimize background noise, use 
the mute function unless you’re speaking. 
And log in early, to help ensure the meeting 
can begin on time.

Meeting leaders can help keep remote 
participants engaged by ensuring good 
quality connections and asking them 
directly for their feedback. 

When using video conferencing consider 
delegating camera operation to someone 
other than the meeting leader. A static 
long shot of a conference room table adds 
little value to the conference, whereas 
close-ups that capture expressions and 
gestures add to engagement and 
connection.

Virtual meetings Meeting 
productivity

Plan for success
Do your homework on what, why and who 
should attend and you’ll be well on your 
way to a more productive meeting. If 
possible, block out time on your calendar so 
you can adequately prepare. Meeting prep 
can be a lot of work, but lack of preparation 
is a key reason why meetings are so often 
long and unproductive.

Invite best practices
In addition to the time and place, your 
meeting invitation should include relevant 
weblinks, phone numbers and pass codes, 
and the meeting agenda. The agenda should 
include the session’s specific goals, a time 
allotment for each discussion topic and the 
desired outcome. Identify a timekeeper, who 
can help keep the meeting on track, and a 
scribe to write a summary of decisions, action 
items and any side issues that were identified.

Opt out of response
If your Microsoft® Outlook® inbox is 
overloaded, you can uncheck the “Response 
Requested” function when you schedule a 
meeting, to opt out of response. Later, if you 
want to see who’s accepted you can check 
status anytime just by opening the meeting 
on your calendar. If possible, repeat 
conference call numbers and pass codes in 
the subject line and body of your invitation.

Manage the clock
Most meetings are scheduled to the hour 
or half hour, and run up to (or overrun) the 
final minute. For those with back-to-back 
meetings this leaves no time for reorientation 
or transit. Book the conference room for 
30 or 60 minutes, but set up the agenda 
with 5 minutes upfront for setup and plan 
to wrap things up 5 minutes early. Don’t 
schedule a meeting longer than 60 minutes 
unless absolutely necessary. The quality of 
participation usually fades after an hour.
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Stay on track

Download our award-winning, free 
Business of Your Brain™ desktop 
app that provides a snapshot of 
how your time is divided, based on 
your schedule in Microsoft Outlook 
(Windows). You’ll learn the percentage 
of time spent on:

• Meetings

• Urgent matters

•  Long-winded emails 
(and who sent them), etc.

BusinessofYourBrain.com
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