How can you improve your communications experiences?  
The following responses came from the dinner participants in Atlanta, August 6, 2007.

LISTENING AND FEEDBACK
· Listen (3)

· Listen to feedback and ask if everyone is clearly understood

· Listen effectively

· Listen better

· Listen more

· Listen—Feed it back

· Listen to everyone and give them a chance to talk

· Allow each person to provide a takeaway

· Ask questions and listen

· Ask their expectations for the meeting, call, communication

· Recap the meeting by verbalizing expectations and decisions

· Use the Covey principle to restate the communications in summary for confirmation

· Transmit and receive confirmation

· Repeat the questions and ask “Is that right?” or “Is that correct”?

· Recap – Ensure everyone understands the outcomes

· Ask for feedback from everyone and listen to it

· Ask for affirmation or buy-in from those in attendance

· Summarize each action item and who is responsible. 

· Summarize and acknowledge contributions in the process

· Say Let me repeat what I understand from this discussion

· Do “Round Robin” dialogue

· Verify at the end that what your understanding was is what they meant and affirm that you have all of the follow-up items

TIMING

· Tell the person I want 5 minutes of his/her time and then shut up

· Plan the Meeting.  Create an agenda.  Set a time limit

· Start and end on time (2)

· Parking lot any issues that need additional research

· If you have nothing important, cancel the communication

· Be brief

· Create a brand by setting time limits, stating the start and end time and sticking with it

GOALS AND OBJECTIVES

· Speak and plan with the client and the audience

· Define WIIFM (What’s in it for me?)
· Have a clear goal

· Be to the point

· State the meeting objective at the start of the meeting

· Stay on target.  Stick with the subject matter

· Stop talking when the point is made

· Drive the team to results

· Keep on topic

· State goals

· Recap goals of the meeting

· Start and end the communication on time, with a clear agenda

· State what you want to get out of the communication up front.  Be sure to clarify and remind oneself during the communication

· At the outset, provide a preview and create the context of what is to be achieved.

· Define a clear purpose before the communication and ask before it ends if the goals were achieved.

· Agree on the goal of the meeting at the beginning

· Recap and confirm goals were met

· Identify clear objectives and ensure they’ve been met

· Summarize key points

IT’S ABOUT THEM
· Know the audience—why they are there, what makes them successful, what are their concerns

· Shut up

· Get everyone to participate

· Look for shared goals

· Find out what participants are expecting and set up expectations

· Make friends with the VP’s administrative assistant

· Even if you think everyone knows why they are in the meeting—set the stage

MECHANICS

· Be consistent

· Send out meeting notes via e-mail

· No chairs

· Talk or speak as little as possible

· Keep the meeting focused and table any side discussions
· Perform a summary at the close to provide an overview and review any action items

· Write minutes

· Be prepared for the communication

· Reduce e-mail clutter by going and talking to the person(s) face to face

· Follow up with written/e-mail action items

· Acknowledge at least one of their achievements to their face (however great or slight the achievement). 

· Planning

· Look the person in the eye

· Take the lead and do the meeting action items

· Confirm next steps with everyone

· Plan what you say and tell them what you want

· Plan their involvement

· Ask everyone what they want to add at the end

· End it early
· State the objectives of the meeting at the beginning (2)

· Say what you’re going to do. 
· Have rules to run your meeting

· KISS (Keep it SHORT, Sweety)

· Understand and respond to the other person’s needs

· Know the goal of the communication

· Enforce a “no-senseless-yakking” policy

· Communicate at the person’s level

· Provide meeting topics and documentation before

· Ignore the unrelated communications

· Think before you speak

· SMILE!

· Serve food

· Address each person by their name

· Tell folks in advance what you expect them to talk about.

· Know what you want to cover—have it planned

· Identify roles

AGENDA
· Have an agenda and send it 24 hours in advance

· Rehearse the agenda and objectives with your communications buddy

· Give participants an agenda in advance and make sure meeting is adjourned with an objective accomplished

· Make sure the agenda is correct and circulate it ahead of time

· Have a clear agenda, spoken in plain, simple terms

· Have a planned agenda and share the plan

· Have an agenda and stick to it (5)

· Clarify and publish the objective for each agenda topic

· Provide the agenda at least a day before the meeting

· Publish and review the agenda

· Set an agenda

· For the agenda, include action items, issues and time frames

· Have a clear agenda with objects, simple ground rules, respect time limits and respect opinions
· In the agenda, spell out the expected outcome (FYI, decision, etc)

· Set a solid agenda in advance with times and a published goal/objective

· For the agenda, capture minutes with action items (and their responsible parties highlighted)

· Adhere to the agenda

· Have an agenda

· Have a clear achievable agenda

· Use an agenda with specified durations for each item and stick to it without fail

· Stick to the agenda
· Distribute the agenda before the meeting

· Have an agenda with topics and expectations from each participant for the meeting

· Have time set for each agenda topic
· Follow through on an agenda

· Have an objective and agenda to get there

· Stick to the agenda and deliver a conclusion/summary that states the purpose of the meeting

· Establish time limits for each agenda item
METAPHORS

· Dip the arrow in honey

· Look both ways before crossing the communications “street”
