
The HBR Guide to Making Every Meeting
Matter: Boosting Productivity and Efficiency

Meetings are an integral part of every professional's life. They have the potential
to drive projects forward, foster collaboration, and make important decisions.
However, not all meetings are created equal. Many of them turn out to be
unproductive, time-consuming, and ineffective. That's where the Harvard
Business Review (HBR) Guide to Making Every Meeting Matter comes into play.

What is the HBR Guide to Making Every Meeting Matter?

The HBR Guide to Making Every Meeting Matter is a comprehensive resource
developed by the experts at HBR, a renowned publisher of influential business
content. This guide is a part of the HBR Guide Series, known for offering practical
advice and insights on various aspects of business and management. The focus
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of this particular guide is to help professionals transform their meetings into
meaningful and productive interactions.
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Why Do Meetings Matter?

Meetings matter because they provide a platform for effective communication,
collaboration, and decision-making. When done right, meetings can save time,
improve productivity, increase employee engagement, and drive better project
outcomes. However, many professionals dread attending meetings because they
often turn into unproductive discussions, filled with irrelevant information and lack
of focus.

The Core Concepts

The HBR Guide to Making Every Meeting Matter introduces a set of core
concepts that can help professionals make the most of their meeting time. These
concepts include:

Setting clear objectives and agendas for every meeting
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Encouraging active participation and inclusive conversations

Eliminating distractions and maintaining focus

Managing time effectively and ending meetings on time

Utilizing technology to enhance collaboration

Key Takeaways

By following the strategies outlined in the HBR Guide to Making Every Meeting
Matter, professionals can expect several benefits:

1. Increased efficiency: Meetings will become more focused, resulting in
quicker decision-making and streamlined workflows.

2. Enhanced collaboration: Active participation and inclusive conversations will
foster a collaborative culture and generate innovative ideas.

3. Improved engagement: Engaging meetings will boost employee satisfaction,
motivation, and overall job performance.

4. Time savings: By eliminating unnecessary meetings and making the best use
of everyone's time, professionals can save valuable hours each week.

5. Better outcomes: Well-structured meetings will lead to better outcomes, as
discussions will be driven by clear objectives and defined action points.

The HBR Guide to Making Every Meeting Matter offers valuable insights and
practical tips for professionals striving to make their meetings more productive
and meaningful. By implementing the strategies outlined in this guide, individuals
can transform their meetings from time-wasting sessions into opportunities for
progress. With clear objectives, enhanced collaboration, and efficient time
management, every meeting can truly matter and contribute to organizational
success.
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Make every minute count.

Your calendar is full, and yet your meetings don’t always seem to advance your
work. Problems often arise with unrealistic or vague agendas, off-track
conversations, tuned-out participants who don’t know why they’re there, and
follow-up notes that no one reads—or acts on. Meetings can feel like a waste of
time. But when you invest a little energy in preparing yourself and your
participants, you’ll stay focused, solve problems, gain consensus, and leave each
meeting ready to take action.

With input from over 20 experts combined with useful checklists, sample
agendas, and follow-up memos, the HBR Guide to Making Every Meeting Matter
will teach you how to:

Set and communicate your meeting’s purpose

Invite the right people

Prepare an achievable agenda

FREE

http://epilogueepic.com/file/UlpFNnFHVDArbE03RGZpRm5HZ1ordDBBdjlacXdNSlVTT0tGV1JPUGE1NFE3c1FXalN3cmg5SUJ5YjdoYnpOcFk1a3oyUXAxY09CaXRXM0daYlcrbzU3ejJqc0FIWWprZ1pjZVI5cUpMb3UvcWRJVkxQM2NJTGdhY2hER0pCMkgyWnc4dlJ3TXpoSThOSURxRWhLbEcvY2xjelplaStZNGtXbUxmTWlPaG9ZPQ==:f4.pdf
http://epilogueepic.com/file/UlpFNnFHVDArbE03RGZpRm5HZ1ordDBBdjlacXdNSlVTT0tGV1JPUGE1NFE3c1FXalN3cmg5SUJ5YjdoYnpOcFk1a3oyUXAxY09CaXRXM0daYlcrbzU3ejJqc0FIWWprZ1pjZVI5cUpMb3UvcWRJVkxQM2NJTGdhY2hER0pCMkgyWnc4dlJ3TXpoSThOSURxRWhLbEcvY2xjelplaStZNGtXbUxmTWlPaG9ZPQ==:f4.pdf
http://epilogueepic.com/file/UlpFNnFHVDArbE03RGZpRm5HZ1ordDBBdjlacXdNSlVTT0tGV1JPUGE1NFE3c1FXalN3cmg5SUJ5YjdoYnpOcFk1a3oyUXAxY09CaXRXM0daYlcrbzU3ejJqc0FIWWprZ1pjZVI5cUpMb3UvcWRJVkxQM2NJTGdhY2hER0pCMkgyWnc4dlJ3TXpoSThOSURxRWhLbEcvY2xjelplaStZNGtXbUxmTWlPaG9ZPQ==:f4.pdf


Moderate a lively conversation

Regain control of a wayward meeting

Ensure follow-through without babysitting or haranguing

Arm yourself with the advice you need to succeed on the job, from a source you
trust. Packed with how-to essentials from leading experts, the HBR Guides
provide smart answers to your most pressing work challenges.
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