HONEST MEETING AGENDA

Source: TheCooperReview.com

2:00pm

2:02pm

'2 Oépm

No one is here

Someone shows up but leaves again since no one
else is here

Everyone is here except ’rhe fmpor’ranf person

'2 07pm

2:08-2:15pm

2:16-2: T7pm

’2 18 '2 '27pm
'2 '28prn
2 '29pm

'2 30pm

Important person s'nows up and qpologrzes for
betng |a’re, then complalns that there’s no dgenda

Try to get fhe presentation to work

Try to get person dialing in to mute their phone
Try to undersfdnd whcl’r rhe pomf of fh:s mee‘rmg is
lmpor’rcn’r pérson lec.i;rés;.\.r;/.tfhoﬁfh”éxplanclmorlﬂln -
Someone shows up asking what he missed

Meeting adjourned, someone suggests a Follow up

From: 100 Tricks to Appear Smart in Meetings by Sarah Cooper

Available wherever books are sold

100 Tricks to Appear Smart in Meetings copyright © 2016 by Sarah Cooper. All rights reserved.



