Essential tips
for top meetings
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Introduction
In the meetings industry there is much debate and discussion
about meetings - indeed, the foundation of the industry we are
part of is based on the importance of face to face interaction.
coming together for a common purpose’. Yet many of us feel
that we spend far too much time away from our desks tied up
in internal meetings with no notable outcomes.
To understand more, we asked clients and contacts to tell us
about your internal meeting experiences and the results are
fascinating. In total, 88 respondents completed a short survey
and, while the value of face to face meetings was recognised,
respondents reported that they attend at least one meeting for
meetings sake every month.
Based on this research we have compiled 13 top tips to
help you have more productive - and ultimately - more
enjoyable meetings.
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Executive Summary
Employees attend 40 pointless internal meetings every year.
Workers leave at least three meetings every month with no
Some respondents revealed they spend up to 10 hours per
week in such meetings.
More than 95 per cent agree that internal meetings provide
a good opportunity to debate and share ideas, providing
that important face to face interaction as well as helping to
establish relationships, negotiate and speed up the decision
making process.
But it is vital that they are carried out in the right way and
in the correct environment.
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far too much time away from our desks tied up in internal
meetings with no notable outcomes,” says Kerrin MacPhie,
director of conference and exhibition sales at ACC Liverpool.
“The cost of these ill managed meetings to businesses is
phenomenal. Good communication and shared knowledge
is the key to success. Meetings are vital, of course, if done
in the right way.”
The survey found there are a number of ways in which to hold

such as a change of environment, lack of distractions and
more structure. Only 12 per cent of participants don’t think
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Jon Kelly, managing director of Live Events agency
from a meeting planner perspective:
“It’s our business to discuss meeting options with clients.
Inevitably pre-production meetings are held at the clients’

It provides an environment without distractions and
provides the mental and physical space to harness
creativity and discussion.

and have had some of our best
routine is also a great opportunity for team building.”

our time together.”
More than 48 per cent agree that the right room and facilities
are very important and nine out of 10 respondents say that the
quality of the meeting improves with factors such as natural
daylight, breaking for refreshments and even having the
correct room temperature.
“Things like the AV not working properly, or the refreshment
trolley rattling in before lunchtime when the meeting is still
going on are distractions you don’t need. Time is precious.”
adds Kelly.

Distractions during meetings
When asked about distractions during meetings, to phone or
not to phone cropped up during the survey citing your friend,
or foe, the mobile as the number one distraction followed by
attendees holding their own conversations.
Another popular distraction related to the environment, in
particular the room being over heated or too cold distracting
attendees from focusing on the content of the meeting.
on their mobile phones or tablets, there is no opportunity to
naturally and in a more creative way.
“We had some interesting feedback from the survey and the
majority of participants had some strong ideas about how
to improve meetings. A clear agenda was one of the more
obvious but others included healthy food and drinks to
increase energy levels and the chance for breaks with
fresh air.”

When asked to rank the importance of a number of factors
respondents regarded a good facilitator or chairperson to keep
the meeting on track - and on time - as the most important.
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Tips for Better Meetings for Top Teams
Taking all of the research and feedback on board here are
13 top tips to ensure your meetings are more productive,

1.

2.

3.

4.

Make sure you have a clear and concise agenda.
This was the number one bugbear among respondents
as there is no structure without one. This should be
circulated in advance of the meeting so attendees
know what to expect.

89 per cent of participants think
would improve a meeting, so try adding time limits
to the agenda and sitting with your watch in front
of you.

You need a strict chairperson to ensure attendees
stick to the timeframe and the agenda so choose wisely
- indeed 95 per cent of people surveyed said a good
facilitator was important for a successful meeting.

Yes it may sound controversial nowadays but the
simple fact is attendees are not engaged if they are
busy looking at their phones or tablets. What is the
point of being in a meeting if half of your brain is still
at work checking and responding to emails? Even

5.

Make sure attendees are frequently fed and watered.
lunchtime.
every hour for 10 minutes is the
optimum solution, this is probably not practical but
should be considered in the planning process.

6.

Network, network, network, oh, and some education.
One of the key drivers in attending a meeting is
networking, catching up, making new contacts, so
ensure that time is given to this vital element. This
doesn’t just mean a quick whizz around the room saying
before a meeting starts then ideally one at the end.

7.

The lay-out of the room is important. Boardroom style
encourages face to face interaction while, for larger
meetings, individual round tables for groups - cabaret
style - works well. You may even want to consider
stand up meetings, this will make sure people stick
to the agenda. Any unusual attributes really do help
sessions outside on the balcony are other
and creating memorable moments.

8.

The person organising the meeting needs to make the
. This may sound
obvious but bear the following stats in mind: if you tell a
story during PowerPoint presentations, then 63 per cent
of attendees will remember it, but if you present stats
then only 5 per cent remember. So, tell a story about
stats, it works. It’s true what they say, we all
love a story as it reminds us of our childhood.
Or avoid PowerPoint altogether.
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9.

Start at odd times and not always on the hour or
half past the hour, this cuts down on stragglers.
At a recent event delegates were asked to return

10. There is no judging, wrong answers or spelling rules in
a brainstorm. This leads to creative discussion, debate

you the best results.

11. Make sure the attendees are relevant to what is being
discussed – this helps to ensure the right person gets
maximum value from being in the room.

12. Joining instructions, pre-event communications
well in advance of any meeting, large or small, in
addition to knowing what will happen after the meeting
so that attendees know what to expect from their
time. This makes for an engaged audience on the day
but equally gives attendees value before the meeting
steps, including responsibility and deadlines – and
follow up if necessary either with minutes or, for new

13. Stop calling them meetings. People often associate

the word with formal proceedings - why not call them
scrums or huddles or sit downs instead? It sounds a
lot more interactive doesn’t it?

A UNESCO world-heritage waterfront location,
award-winning events team and the uniquely flexible
design of ACC Liverpool combine to give you the
ultimate venue. Liverpool's event campus features
Europe’s only interconnected arena, conference and
exhibition centres, perfect for conferences, exhibitions
and banquets. In addition, world-class facilities and
cutting-edge design give you and your delegates the
ideal space in this vibrant and inspirational city.
As a strong venue team, we are passionate about
conferences, exhibitions and the industry we’re part of.
And with more than 11 years’ experience in event
delivery (notching up brilliant reviews along the way), we
have matured into one of the most well-connected
conference destinations in the UK.
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