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Stop Meeting — Start Leading: Your guide to impactful sessions ii MB Quattro®
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BEFORE the Meeting zas DURING the Meeting 1 AFTER the Meeting
Il .
v' Define participants precisely. v" Turn off cell phones. v" Disseminate minutes imme-
v" Send invitations on time, incl. v' Laptops off the table. diately after the meeting.
location, start and end times, v Start on time. v Monitor (or have monitored)
topic and agenda. v Appoint a minute-taker the implementation of
| inute- : i
v' Set written preparation tasks . pp_ N _ . decisions or measures and
for participants. A:gl‘(‘jr ;;ﬁl'?nog’aé glggﬁsgrn;s;?oand, intervene as necessary.
- ” u - ! v Agree on binding follow-u
v Define specific goals for each tem list (who does what by when, measures (Whos What?
agenda item. and who do we need to inform). ' '

When?) and document them

v _Il__as’:(?genda point: “Container -O- Active/attentive listening in an action item list.
an J .
y \ v~ Record decisions and — T
CheCk that teChnOlOgy IS addtl. comments direCtly encouragers e,
working properly. (e.g. in blue ink). Openended | | e -
; questions “
v' If necessary, appoint a v End on time Reflecting or [ o oo ces
moderator and brief them. mirorng
Emotion labelling Summaries
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