
GINA TRAPANI

Invest in Yourself
Protect your company and your
career with a subscription to
Harvard Business Review.

Subscribe to HBR today >

1 An 18-Minute Plan for Managing Your Day
Peter Bregman

2 Obama's 10 Leadership Mistakes (And How
Not to Make Them)
Umair Haque

3 How a Two-Minute Story Helps You Lead
Stew Friedman

4 Five Challenges Social Media Will Bring to
Business
David Armano

5 Forget the Business Card. Just Google Me
Gina Trapani

RSS Feeds

Management Tip of the Day
The Daily Stat
Weekly Hotlist

HarvardBusiness.org Daily Alert

HarvardBiz
ManagementTip
TheDailyStat

Become a Fan on Facebook

The founding editor of
Lifehacker.com, a daily blog on
software and personal productivity,
Gina authored a book based on the
website which is in its second
edition: Upgrade Your Life: The
Lifehacker Guide to Working
Smarter, Faster, Better (Wiley,
2008). Her articles have appeared
in Popular Science, Wired,

Women’s Health, PC World, and Macworld magazines.

ADVERTISEMENT

 

 

 

 

Voices » Gina Trapani » Extreme Ways to Shorten and Reduce Meetings

GINA TRAPANI WORK SMARTER RSS Feed

PRODUCTS YOU MAY BE INTERESTED IN

Financial Intelligence Collection
Learn how to master the financial basics
needed to plan, budget, forecast, and control
resources with confidence.

Supercharge Your Sales Force
Your sales force consumes a hefty share of
your company's budget. If reps aren't selling
effectively, you lose profits and customers.

Marketing Myopia
What business is your company really in?
That's a question to ask before demand for your
products or services dwindles.

Search all of our products >

Extreme Ways to Shorten and Reduce Meetings
6:21 PM Monday July 20, 2009

Tags: Managing people, Productivity, Time management

All managers spend a bigger chunk of their workdays in
meetings than they'd like. Meetings interrupt your workflow, eat
up hours you could be spending more productively, and even
increase fatigue. While getting everyone in a room to discuss an
issue might be the only way to make a decision, some
companies have laid down the law to reduce meetings that
waste people's time.

It goes without saying that a good leader who starts on time and
sticks to a firm agenda makes for a productive meeting. Here are
a few more extreme techniques for keeping meetings on track.

Count down remaining time with a stopwatch. Meetings that
start late and go over are more commonplace than they should
be. BusinessWeek reports that large Google meetings stay on
time thanks to a visible, ticking clock.

To add a little pressure to keep meetings focused, Google gatherings often feature a giant timer on the wall,
counting down the minutes left for a particular meeting or topic. It's literally a downloadable timer that runs off
a computer and is projected 4 feet tall.

Here's more on how to run a meeting like Google.

Keep everyone standing. No one's willing to linger too long on a tangent in a meeting if their feet hurt. Blogger John
Trosko said instituting "stand-up" meetings at a Los Angeles-based company he worked at made them more efficient and
faster.

Instead of sitting at a traditional conference table, we took the chairs out of the room and ran meetings while
standing on our feet. Well, the length of the meetings DRASTICALLY dropped, because people didn't want
to stand for long. Meetings went from 30-60 minutes to roughly 1/2 of that while still delivering meaty
content.

Ban distractions. Todd Wilkens at design firm Adaptive Path says that he gets meeting attendees to focus by asking
everyone to forgo their laptops, iPhones, and BlackBerries during the meeting. He goes the extra mile to make this happen:
he'll call out folks who are surreptitiously checking email in-meeting, and will even ask everyone to put their mobile devices
in a box or on a counter in the corner of the room during the meeting.

Never schedule meetings more than 30 minutes long. At web application development firm 37Signals, meetings rarely
happen because they're considered harmful. But if a meeting is absolutely necessary? Make it no longer than 30 minutes,
go in with a very specific issue at hand, and hold the meeting at "the site of the problem" — have the code, design,
documents, numbers in front of you. Here's more from Ryan Singer at 37Signals on making meetings more useful.

Sometimes just keeping good meeting practices front and center during a gathering can help. At tech publisher O'Reilly's
main campus, meeting guidelines are posted on the wall of every conference room.

What are your most effective techniques for keeping meetings short and down to a minimum? Post them in the comments.
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