Meetings effektiv gestalten                                                               Besprechungsarten
Was macht Besprechungen erfolgreich? 
 (in Anlehnung an P. Lencioni, Death by Meetings)
Meetings are ineffective because they lack contextual structure. Too many organizations have only one kind of regular meeting, often called a staff meeting. To make our meetings more effective, we need to have multiple types of meetings, and clearly distinguish between the various purposes, formats, and timing of those meetings.
Vier Besprechungsarten

	Meeting Type
	Time Required
	Purpose and Format
	Keys to Success

	Daily 
Check-in
	5 – 15 minutes
	Share daily schedules and activities.
	· Don’t sit down.

· Keep it administrativ.

· Don’t cancel even when some people can’t be there.


	Weekly 
Tactical
	45 – 90 minutes
	Review weekly activities an metrics, and resolve tactical obstacles and issues.
	· Don’t set agenda until after initial reporting.

· Postpone strategic discussions.


	Monthly 
Strategic
	2 – 4 hours
	Discuss, analyze, brainstorm, and decide upon critical issues affecting long-term success. 
	· Limit to one or two topics.

· Prepare and do research.

· Engage in good conflict.


	Quarterly 
Off-site-
Review
	1 – 2 days
	Review strategy, industry trends, competitive landscape, key personnel, team development
	· Get out of office.

· Focus on work;
 limit social activities.

· Don’t overstructure or overburden the schedule.
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Welche Besprechungsarten sind in meiner Abteilung/meinem Projekt etc. sinnvoll?

	Art/Typ der
 Besprechung
	Dauer/
Zeitpunkt
	Zielsetzung
(Themen/Leitfragen)
	Erfolgs-
faktoren
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