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Companies waste billions of dollars in payroll money due to ineffective meetings. Here are two ideas that, if 

implemented, could turn this around.

Meeting problem #1: No agenda or goal.

To build a building that is safe and sound, you need a blueprint. Similarly, all meetings should have a plan.

Solution: Set a goal for the meeting and then prepare an agenda. The agenda should be clear enough that 

the leader could give it to someone else and they could lead the meeting. A good structure for meetings 

follows a format called GROUP:

• GOAL: Begin the meeting by announcing the goal, “what we are trying to accomplish is _____, and 

I’d like to walk out of here with a plan to _____.” 

• REALITY: Share relevant data or details of a problem. 

• OPTIONS: Discuss/brainstorm options for solving the problem

• EVALUATE: Assess the best solution idea, any roadblocks, and how they can be overcome. 

• PLAN: Develop the framework for a plan that can either be completed in the meeting or as 

designated outside the meeting.

Meeting problem #2: An email would suffice.

I am sure you have been in meetings where all that was done was dump information and data on a group 

who sat listening in respectful silence. “But we have serious information that needs to be shared.” Yes, that 

may be but there’s a problem, sitting and listening for long periods is boring which means, at some point, no 

one is paying attention, they’re busy daydreaming, doodling, or wondering what’s for lunch. Thus, only a 

small part of the important message is heard. You’ve also pulled people away from being productive, that 

can be expensive.

Solution: Don’t hold information meetings. Information can be delivered via email. Meetings should be for 

action. In other words, if there is a plan to be made or some action that needs to be taken where multiple 

views are needed, have a meeting, but don’t waste time putting everyone in a room to hear a report or get 

information that they can read on their own. In fact, to make the best use of time, utilize the flipped 

classroom idea where information is the homework and the classroom (meeting room) is for discussion and 

application (action planning). 


