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Tips on How to Schedule Meetings Effectively
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Purpose:  to help you schedule the minimum number of meetings to plan a WRV project, with excellent attendance, and minimum effort.
Scenario:  We’ve all experienced it—someone is trying to schedule a meeting and they send out an email to the group saying “When is everyone available to meet?”  Some people reply with their one favorite date.  Others don’t reply at all.  There’s an endless back and forth froth of emails. After awhile it gets so confusing you don’t know what’s going on.  In the end, half the people can’t attend, including the one or more of those most important to the meeting.  Scheduling does not have to work this way!
Tips for Scheduling Meetings Easily
1. Strategically plan the minimum number of meetings.  For medium to large projects:
a. One meeting or site visit early in the planning cycle gets everyone on the same page.  You can walk/talk through the project, clarify responsibilities and uncover assumptions.
b. A second meeting two weeks before a project helps you tie up loose ends.
c. For very large projects or small projects, more or less meetings may be needed.
2. Decide where to have the meeting.

a. For most projects, one onsite team visit is really helpful.  Need indoor weather backup plan.

b. The WRV conference room is usually available for groups up to 20.  Reserve in advance.

c. Some teams meet at a restaurant or someone’s home to spice it up

3. Consider alternatives to regular in-person meetings.

a. Most phones today have easy access to 3-way calling.

b. For larger conference calls, check out www.freeconference.com or call the WRV office.

4. Make a list of all the people you want to invite to a meeting.
5. Prioritize the list.  Who are the people that most need to be there.

6. Consider how most quickly to contact each person.  If you are not sure, call the WRV office for suggestions.  Some people answer their cell phone immediately.  Others monitor and reply to email quickly.  Others take days to respond no matter what…

7. Of the most critical people you need to attend, determine who is most easy to contact, e.g. perhaps the person who always tends to answer their cell phone.

8. Call that person.  Compare calendars and select at least 6 to 8 date/times that work for both of you.

9. Call the next 1 or 2 critical people and present the 6 to 8 dates to them to see how it overlaps with their schedule.  Hopefully, you will come out of this exercise with at least 2 to 3 viable dates.

10. Email this list of dates out to all the remaining people on your contact list.

11. Ask respondents to reply to you alone (not bombard everyone on the list with email) and tell you ALL the dates you suggested that work for them (not just their favorite).

12. You can also a website like www.doodle.ch to track everyone’s availability.

13. Almost always, at least one date will work for everyone.

14. Once the date is selected, immediately send an email to everyone telling them, so they don’t schedule over the time slot with another activity.

15. Of course, the bigger the group, the harder this task.  This usually works well up to 10 or more people.
16. Remind everyone to bring their calendar to the meeting to make scheduling future meetings easy.

