One of the biggest complaints about most compaieeeting--they waste too

much time. This is bad news for companies, bechakling meetings is one

of the ways that a company says to it's employg&es) are a member and

important® If you have bad, boring and time wagtmeetings, then people
start to think that this is a bad and boring comppidiat does not care about
time. On the other hand, great meetings tell enggsyhat this is a great place
to work. Remember: bad meetings lead to morenEtings, which cost time

and money.

After completing this course, you will be able to:

- Prepare to conduct an effective meeting
- Set up a meeting place

- Conduct the meeting effectively

- Keep the meeting focused and moving

- Close the meeting effectively

- Follow up on action items



