
MEETING MANIA: HOW DO YOU RATE?

CHAT CHALLENGE

Design the
Conversation

In the post “What is Conversation 
Design” on Design the Conversation, 
we defined the basic requirements 
needed to set the stage for a 
successful meeting: defined 
objectives, carefully chosen 
participants, crafted content, a venue 
that matches the seriousness or tone 
of the meeting, and a shared agenda. 

In the post “Forces Undermining 
Conversation” we also explored how 
important turn taking was to the 
success of our groups and teams. 
Ensuring everyone has a voice and 
feels comfortable sharing is essential 
to our meeting success.

How many of our meetings have 
these basic needs? Is everyone 
getting a chance to speak? Further, 
when our organizations have 
meeting mania, we begin to feel 
devalued. 

Let’s take a few moments this week 
to explore how our time in meetings 
really stack up! 

Challenge: I’m challenging you to really take 
stock in your meetings for one week. Lets see 
how many of our meetings meet the basic 
requirements first. Then lets take it one step 
further and keep keen notes on how much time 
we spend in meetings as well as the degree of 
turn taking in each one. 

The results may surprise you! As always, I 
encourage you to reflect on this experience 
afterward, noting what value this analysis 
brought to you. Who did you share it with?

While this can be done alone, I encourage you 
to get collaborative!



Design the
Conversation

Meeting Date:
Meeting Number:
Other Identifier: 

Basic Meeting Requirements:
Clearly defined objective

Carefully chose participants

Crafted content

Appropriate venue

Shared agenda

Other worthwhile questions:
Did everyone get a chance to speak once?

Did I get the sense everyone spoke in equal or almost equal time?

How long was the meeting scheduled for?

How long did the meeting end up taking?

Did I understand why I was there?

Did I leave with clear objectives / next steps?

Keep this exercise simple 
with quick yes / no answers. 
You can always return to 
this process with a deeper 
analysis if needed.
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