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Executive Summary 

What constitutes an effective meeting vs email, including planning, information, participants, and the impact 
they have on driving outcomes? Essentially what is the lifecycle of a meeting. 

Meetings drive a company and its outcomes. Some signs of poor meeting culture are endless meetings, 
without results, there are too many people at every meeting, and not everyone participates, just a few speak 
up.[3] What a company wants is to make things as easy and smooth as possible with the least amount of 
people necessary to push outcomes and improve the ROI of people’s time. A good meeting culture can be 
summed up through 5 key characteristics: Accountable, Objective-Driven, Efficient, Honest, and 
Actionable.[3] The essential conditions to make the lifecycle of the efficient meetings involve three distinct 
stages. 

The first stage to enhancing meeting culture is to set boundaries. In this case, what should be a meeting and 
what should be an email. In many organizations too many employees feel their time is wasted and the 
information could have been transferred through email[4]. Some common recommendations can be broken 
down into 2 main ideas: 

1. Give power to employees: Employees should feel empowered to cancel meetings that have a
standing date but no reason to meet or any updates[11]. Additionally, meetings should set a clear
agenda, limiting tangential discussions and being thoughtful in creating the attendee list[6]. All of this
is to push employees to make decisions around their own time and whether they need to be at the
meeting. Instances with multiple people from an individual team attending a meeting likely doesn’t
need all of them there to hear the same information.

2. Train and audit: Training employees on what meetings should include and setting guidelines can
prove beneficial in determining which meetings are necessary[6]. Additionally, regularly auditing how
many meetings occur and questioning if a meeting is truly needed[6] can help cut back on unnecessary
meetings and transfer it to other forms of communication. One method that can be implemented
without communication is a tracking system that allows team members to bring up challenges they're
dealing with and provide status updates on their work[6].

The next step is determining who should be there. The general rule is the sweet spot is five to seven. More 
than seven attendees in any meeting can result in an unwieldy discussion[12]. When considering scheduling a 
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meeting and who should be there, considering the OVIS framework: Owner, Veto holder, Influencer, and 
Supporter[1].   

● Owners have the final authority and are accountable for the impact and efficacy of their decisions. In
addition, they are responsible of managing an inclusive decision process that involves all other
relevant stakeholders.

● Veto holders can block owners’ decisions but are advised to exercise that power sparingly. Veto
holders should work to resolve their concerns with the owners during the decision process.

● Influencers are responsible for implementing the decisions that owners make, or they have unique
expertise that owners need to make good decisions.

● Supporters provide required information to make decisions but are not necessarily included in the
decision process.

This framework can facilitate clear and sustainable improvements for organizational performance which in 
turn helps any organization capitalize on the ROI of employees’ time[1]. 

In the last step of the life cycle of a meeting, the key is to drive results. Meetings can be split into 3 stages: 
1. Before-meeting the best practices is to assign each meeting to one of the following three categories:

Decision-making meetings, creative solutions and coordination meetings, and information-sharing
meetings[13]. Doing this can prompt everyone with what type of discussion this will be and what they
should prepare for. Additionally, share notes, materials, links, and other information in advance, so
participants can prepare beforehand to prevent wasting time discussing details during the meeting[8].

2. During-meeting assign a facilitator to balance participation and follow up after meetings[7]. After
deciding what type of decision is being made, the facilitators set a deadline, gather options, and
determine the worst-case scenario[9].

3. After-meeting procedures are not to be forgotten, as it serves as reminder to all who attended on
what the goals are and tasks that have been delegated. Ideally the facilitator can follow up after the
meeting with a summary of the meeting[7]. Following through on action plans and consistently
getting constructive feedback from all attendees are also important[4].

Meetings can drive outcomes and create massive returns when done right. The life cycle of a meeting starts 
from determining what the goal of the meeting is and if a meeting is necessary. The 3 main stages described 
above are key factors to make meetings efficient and meaningful.  

1. Deciding whether the meeting should be an email or other.
2. Determining who should be included in the meeting.
3. Ensuring the meeting drives results.

By adhering to this meeting lifecycle, organizations can cultivate an effective meeting culture. 

Conclusion 

Stage 3: How to drive results? 



References 

1) Bollyky, B., Thomas, T., Toma, A., Desai, N., Martinez, M., & Scott, C. (2021). Clarifying Decision
Rights with the OVIS Framework. BCG.

2) Christino, C. (2023). Learn the 5 P’s for more productive meetings. Excellence Blog.

3) Chua, M. (2023). What a great meeting culture looks like, Pigeonhole.

4) Expert Panel. (2022). 15 Best practices for creating an effective corporate meeting culture. Forbes Human
Resources Council.

5) Gallagher, J. (2023). Excellent Meetings Matter. Security Business, 45, 106.

6) Gurchiek, K. (2023). Fight Meeting Fatigue: Think About Why, How Often You’re Gathering.  SHRM.

7) Kitch, B. (2023). A complete guide to running hybrid meetings. Mural.

8) O'Connell, B. (2023). How to Run a 15-Minute Meeting. HR Magazine.

9) Onley, D. (2019). How Leaders Can Make Better Decisions. SHRM.

10) Wilkinson, L. (2023). Shopify expects productivity boost from meeting ban. Healthcare Dive.

11) HRNews. (2023) Is That Meeting Really Necessary?

12) McKinsey Insights. (2023) What is an effective meeting?

13) McKinsey & Company. (2023) What is decision making?

https://www.bcg.com/industries/public-sector/decision-rights-using-ovis-framework
https://www.bcg.com/industries/public-sector/decision-rights-using-ovis-framework
https://blog.softexpert.com/en/learn-5-ps-more-productive-meetings/#:~:text=One%20way%20to%20improve%20meeting,progress%2C%20participation%2C%20and%20process.
https://blog.pigeonholelive.com/what-a-great-meeting-culture-looks-like-and-why-you-should-care
https://www.forbes.com/sites/forbeshumanresourcescouncil/2022/12/12/15-best-practices-for-creating-an-effective-corporate-meeting-culture/?sh=262e68802b6a
https://www.proquest.com/magazines/excellent-meetings-matter/docview/2786945694/se-2
https://www.shrm.org/hr-today/news/hr-news/pages/fight-meeting-fatigue-think-about-why-how-often-youre-gathering.aspx#:~:text=23%2D26%2C%202024-,Fight%20Meeting%20Fatigue%3A%20Think%20About%20Why,How%20Often%20You%27re%20Gathering&text=Meetings%3A%20They%20can%20be%20a,inefficient%20meetings%20are%20the%20No.
https://www.mural.co/blog/hybrid-meetings
https://www.proquest.com/trade-journals/how-run-15-minute-meeting/docview/2832845917/se-2
https://www.shrm.org/hr-today/news/hr-magazine/fall2019/pages/how-leaders-can-make-better-decisions.aspx?_ga=2.263712012.1062638550.1697653464-953382032.1697653464
https://www.proquest.com/trade-journals/shopify-expects-productivity-boost-meeting-ban/docview/2793264294/se-2
https://www.proquest.com/docview/2765324003
https://www.proquest.com/magazines/what-is-effective-meeting/docview/2811052618/se-2
https://www.mckinsey.com/featured-insights/mckinsey-explainers/what-is-decision-making


 
Appendix 

 
The 5 P’s[2] 

 

 

 
 
 
1. Purpose: 
The purpose is the starting point for any efficient meeting. Before scheduling the meeting, clearly define 
what it intends to achieve. Ask yourself about the meeting’s specific objectives and what you expect to be 
discussed or decided. Make sure that the proposal is relevant and that the meeting is the best way to deal with 
the topic at hand. With a clear purpose, participants will be more aligned and focused, increasing the chances 
of success. 
 
2. Preparation: 
Preparation is one of the secrets to an efficient meeting. Communicate the purpose and the meeting agenda to 
all the participants in advance. This will allow them to adequately prepare, gathering relevant information 
and arriving at the meeting ready to contribute. In addition, assign specific tasks if necessary, so that 
everyone’s responsibilities are defined prior to the meeting. Appropriate preparation also involves reserving 
the right location, providing audiovisual resources, and guaranteeing that any necessary documents or 
presentations are available. 
 
3. Progress: 
It is important that meetings be conducted in a way that ensures progress toward the objectives established. 
Stay focused on the agenda and avoid unnecessary detours. Set a timeline for each topic and make sure that 



all important issues are covered within the time allotted. If tangential issues or matters that require more time 
arise, write them down to discuss at another time, if needed. Monitor the meeting’s progress and ensure that 
everyone is aware of the next steps to take. 
 
4. Participation: 
An efficient meeting depends on active engagement and participation from everyone involved. Encourage 
participants to share their opinions, ideas, and concerns. Create a safe environment for everyone to feel 
comfortable contributing. As a leader or facilitator, be inclusive and guarantee an equal opportunity for 
everyone to express themself. If necessary, encourage shier people to talk, while at the same time keeping 
one or a few participants from monopolizing the conversation. Having diverse perspectives is an excellent 
tool for finding better solutions. 
 
5. Process: 
Process refers to the meeting’s structure and organization. Start and end the meeting at the times set to show 
respect for everyone’s time. Follow the agenda with discipline and control the time spent on each topic. Note 
decisions and the main points discussed during the meeting and share this information later with all the 
participants. Check that actions and responsibilities are clearly attributed and documented to avoid 
misunderstandings. 


