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0 of 0 people found the following review helpful. Great buy!!!By Swilson-3838Great reminder of how when you
should have a meeting. Everyone should read thisin your business. Y our company will benefitO of 1 people found the
following review helpful. ... deserve the whole book - the book will be better off if there will be a summaryBy Sergey
TInformation does not deserve the whole book - the book will be better off if there will be a summary.0 of 6 people
found the following review helpful. The book is interesting,By Levonia WatkinsThe book is interesting, but haven't
read it yet

Make every minute count.Y our calendar isfull, and yet your meetings donrsquo;t always seem to advance your work.
Problems often arise with unrealistic or vague agendas, off-track conversations, tuned-out participants who donrsguo;t
know why theyrsguo;re there, and follow-up notes that no one readsmdash;or acts on. Meetings can feel like awaste
of time. But when you invest alittle energy in preparing yourself and your participants, yoursquo;ll stay focused, solve
problems, gain consensus, and |eave each meeting ready to take action.With input from over 20 experts combined with
useful checklists, sample agendas, and follow-up memos, the HBR Guide to Making Every Meeting Matter will teach
you how to:Set and communicate your meetingrsquo;s purposel nvite the right peoplePrepare an achievable

agendaM oderate alively conversationRegain control of awayward meetingEnsure follow-through without babysitting
or haranguingArm yourself with the advice you need to succeed on the job, from a source you trust. Packed with how-
to essentials from leading experts, the HBR Guides provide smart answers to your most pressing work challenges.

About the AuthorFor over 30 years, Bob has worked with Senior Executive Teams and Boards on their most vital
strategic and organizational challenges, both as a consultant and a corporate executive. He is considered one of the
world's leading strategic facilitators, having designed and conducted offsitesin sixteen countries with companies
ranging from Fortune 10 multinational s to German mittel stand family businesses.nbsp;Bob is the author of four
Harvard Business articles: Off-Sites That Work (June 2006, co-authored with Logan Chandler), When Teams Can't
Decide (November 2008), Who Really Makes The Big Decisionsin Y our Company? (December 2011), and
Leadership Summits That Work (March 2015, co-authored with Cary Greene). HBR named When Teams Can't
Decide one of ten 'must read" articles on teamsNo Bio



