Meeting Basics
Much of the work Intel accomplishes is done in meetings so it's essential that Intel meetings be effective and productive. It is the responsibility of all Intel employees to ensure the meetings they attend or facilitate are effective. 
This document covers the following:

1. The differene between a process and mission meeting

2. The 6 rules of an effective agenda

3. Meeting roles

4. Meeting processes and tools

5. Meeting minute guidelines
What is a Process Meeting? 
Process meetings are typically scheduled on a regular basis to: 

· Disseminate information 

· Maintain organizational relationships 

· Define roles 

· Transmit culture and values 

· Make routine decisions 

Examples of common process meetings are staff and Business Update Meetings. 

What is a Mission Meeting? 
Mission meetings are typically linked to specific projects or tasks focused on leveraging group intelligence to 

· Solve specific problems 

· Create project plans 

· Make specific decisions 

· Finalize specific deliverables 

Mission meetings are comprised of people required to accomplish the specific task, usually 5-6 people. Examples of common mission meetings are task force and project team meetings. 

Six Rules of Effective Agendas 
A good agenda is essential to an effective meeting. If you've been invited to a meeting without an agenda, ask for one. To create a good agenda be sure to do the following: 

· Keep process and mission work separate 

· Include estimated time frames for each agenda item 

· List all attendees. Mission meetings should include only those participants directly relevant to the agenda topics 

· Pre-publish the agenda 1-5 days before the meeting 

· Clarify the decision making method 

· Included expected outcomes 

Meeting Roles 
Effective meetings will have specific roles and responsibilities delegated to meeting participants. These roles should be assigned by the meeting organizer/facilitator before the meeting begins. Typical meeting roles at Intel are: 

· Facilitator - The meeting facilitator is responsible for driving an effective meeting process and ensuring meeting outcomes are achieved. 

· Timekeeper - The timekeeper is responsible for keeping the meeting on track in terms of time. 

· Recorder/Scribe - The recorder/scribe is responsible for creating group memory by documenting and publishing meeting minutes (e.g. Action Required (ARs), key decisions, next steps, etc.) 

· Gatekeeper - The gatekeeper is responsible for inviting less participative participants to speak and discourages those who might talk too much 

Meeting Processes and Tools 
During the meeting there are specific processes and tools meeting facilitators can use to improve meeting dynamics, productivity and effectiveness. Some of these processes and tools are: 

· Inclusion activities - Inclusion activities are designed to bring meeting participants together prior to starting process or mission meeting work. Typically, these are in meetings that are not recurring, standing meetings. 
· Introductions/Round Robin - Typically used to introduce unfamiliar meeting participants to others, define meeting roles, expected contributions, etc. 
· Roll call - Good for establishing who is in attendance. Roll calls are often used in virtual meetings. 
· Ground rules - Ground rules should be established prior to the beginning of a meeting to ensure meeting expectations are understood. Typical ground rules include turning off cellphones during the meeting's proceedings, keeping laptops closed, staying engaged and offering feedback/input, etc. 
· Brainstorming - Brainstorming is a meeting process used to generate ideas and potential solutions to specific problems. 
· Bin Lists - Use bin lists to capture important ideas, ARs, etc. that are not immediately relevant to the current meeting agenda. 
· ARs - AR stands for Action Required and document a task that needs to be accomplished. ARs are typically assigned to a specific meeting member (or members) and need to include specific details about what needs to be accomplished, when it need to be done and who owns completing the AR. 

Meeting Minute Guidelines 
Meeting minutes should be published within 24 hours of the meeting's conclusion and shared with: 

· Meeting participants, and those that were absent from the meeting 

· Organization links, sponsors, stakeholders, customers, etc. 

· AR owners 

· Anyone else with a need to know 

Good meeting minutes should include the following: 

· Meeting title, date, leader and attendees 

· Summary of key issues discussed and decisions made 

· Clear description of ARs with owners and due dates 

· Next meeting date, purpose, other details (if applicable) 

Meeting mintues are essential to creating group memory and effective meeting follow-up. 
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