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Beginner lessons for Meeting Efficiency
Maximize Meeting Impact with Simple Strategies

DEFINITION

Meeting efficiency means making the most out of your meeting time. It involves planning, participation, and follow-up to
achieve clear outcomes.

KEY CONCEPTS

Agenda Setting

Creating a clear agenda helps participants know the meeting's
purpose and topics.

Time Management

Allocating specific time slots for each agenda item keeps the
meeting on track.

Active Participation

Encouraging everyone to contribute leads to diverse ideas and a
more productive discussion.

Action Items

Clearly defining action items at the end ensures accountability and
follow-through.

Follow-Up

Sending a summary of the meeting helps reinforce decisions
and keeps everyone informed.

EXAMPLES

→ Set a 30-minute agenda for weekly
team check-ins.
→ Assign a timekeeper to ensure
discussions stay within limits.
→ Use a shared document for real-time
note-taking and action item tracking.

MEMORY TIPS

★ Remember 'A TAPA' for Agenda, Time,
Active, Participation, Action.
★ Visualize a clock to associate time
management with meeting efficiency.
★ Use the acronym 'FAME' for Follow-up,
Action, Meeting, Efficiency.

COMMON MISTAKES

✗ Not sending an agenda before the
meeting.
✗ Allowing discussions to drift off-topic.
✗ Failing to assign action items or follow
up.

QUICK RECAP

Meeting efficiency is about optimizing time and ensuring productive outcomes. Focus on setting agendas, managing time, and
following up on action items to enhance effectiveness.
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