
5-DAY 
MEETING LEADERSHIP 

CHALLENGE

-------- WORKBOOK --------

M E E T I N G  L E A D E R S H I P  I N C .



HOW TO USE THIS WORKBOOK

www.meetingleadershipinc.com © 2018 - Meeting Leadership Inc.

5-Day Meeting Leadership 

Challenge Workbook

1. Print out a copy 
2. Fill it out daily as you go through each challenge 
3. Refer back to it often so you can make your meetings more
productive and profitable!

THIS WORKBOOK CONTAINS 5 MEETING 'TRUTHS'  
(and how to fix them...)

During the 5-Day Meeting Leadership Challenge you can tackle one
meeting 'truth' each day (and learn how to fix it), and by the end of the
week you'll have 5 powerful techniques to lead outstanding meetings!

1. WE DON'T KNOW THE REAL COST OF OUR MEETINGS 

2. THAT MEETING SHOULD HAVE BEEN AN EMAIL  

3. HAVING A TITLE DOESN’T MEAN YOU KNOW HOW TO RUN A MEETING 

4. IT’S OK TO BE LATE FOR A MEETING 

5. WE’RE BURNING OUT OUR BEST PEOPLE BY SENDING THEM TO TOO
MANY DAYTIME MEETINGS 
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DAY #1 

TRUTH: WE DON'T KNOW THE REAL COST 

OF OUR MEETINGS

THE TRUTH 

We don't measure the hourly cost of our meetings and we often treat meeting time
like it's 'free'.

FIX #1: MEASURE YOUR TOTAL MEETING COST $ PER HOUR  

Here’s a quick formula you can use to measure the hourly cost of your own meetings. 

FIX #1A: MEASURE THE TOTAL MEETING COST $ PER YEAR  

Example: A department with 12 employees 

If each employee attends 2 meetings per week with an average of 4 people
per meeting = 6 meetings per week 
If each meeting averages 2 hours = 12 meeting hours per week 
So, 12 meeting hours per week X 50 weeks = 600 meeting hours per year 
600 hours per year X $300 per hour = $18,000 per year spent on meetings
within the department  

Then that senior leader can ask, “Did we get $18,000 dollars worth of value from
those meetings?” (And you can adapt this annual approach for your meetings). 

HOURLY MEETING FORMULA 

+ Total hourly wages  
+ Total room cost per hour  
+ Refreshments  
= Total meeting cost per hour 

EXAMPLE: 

+ 4 People @ $50/hr        = $ 200
+ Room cost                     = $  75
+ Lunch                            = $   25
Total Meeting Cost 1 hr.  = $ 300 
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DAY #2 

TRUTH: THAT MEETING SHOULD HAVE BEEN 

AN EMAIL 

THE TRUTH 

Have you ever walked out of a meeting and said, “that meeting should have been an
email instead of a meeting" - because nobody understood why they were there?  
  
Knowing ‘why’ you should have a meeting is critical. But sometimes Professionals
end up meeting for the sake of meeting (and not getting anything accomplished).  

THE FIX: CONNECT YOUR MEETINGS TO YOUR ORGANIZATION STRATEGY

In a great meeting, everyone knows why they are there. The best way to find your
‘why’ is to connect your meetings directly to your organization strategy. 

Here’s how you can do this:  

1. At the beginning of every meeting, say the vision statement for your
organization out loud (or your values, key objectives or mission) 

2. Then, at the end of the meeting, spend a few minutes confirming
whether or not the meeting you just had moved your vision forward. 

If your meeting moved your vision forward, then it was a great meeting. If it didn’t,
then you’ve probably wasted your time in that meeting.  

"I believe you should be able to stop any meeting at any moment, 
and connect that moment directly to your organization strategy." 

Gordon Sheppard
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DAY #3 

TRUTH: HAVING A TITLE DOESN’T MEAN YOU KNOW 

HOW TO RUN A MEETING 

THE TRUTH 

Many bosses believe that just because they have a title that they know how to run a
meeting (CEOs, Presidents, Executive Directors, Chiefs of Surgery, Managers,
Board Members etc.) 

But the truth is that many of these people lack self-awareness which means they
don't understand how they are impacting their team when they run a meeting, and
they don't even know that they should get some basic facilitation training. 

THE FIX: YOU CAN CHOOSE HOW YOU ACT DURING A MEETING  

Whether you’re the leader or the follower you have to take responsibility for the
way you act during a meeting. 

Now answer these 3 questions: 
 

1. How do I act during a meeting? 
2. How do I want to act during a meeting? 

3. How am I going to get there?

YOU CAN CHOOSE TO BE: 
Late 
Unprepared 
On your phone 
Talking too much 
Unwilling to follow-up  

YOU CAN CHOOSE TO BE: 

OR 

On time
Ready to contribute
An exceptional listener 
Accountable 
Taking action! 
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DAY #4 

TRUTH: IT’S OK TO BE LATE 

FOR A MEETING 

THE TRUTH 

What would happen if nobody was ever late for one of your meetings again? 

How much time would be saved?  

How many more clients could you help with that extra time? 

What sort of positive impact would this simple fix have on staff morale?  

FIX #4: LOCK THE DOOR WHEN THE MEETING STARTS 

If you want to stop people from being late for meetings, then lock the door when
the meeting starts.  

Of course, some people will be upset in the short term. But once everybody on
your team starts coming on time for every meeting, then they will also start to
arrive better prepared and the overall trust level will go up and your team will get
way more done. 

Once you solve the minor meeting crime of lateness across the organization, then
you can begin to tackle your major productivity issues.  

TIP: Before you start locking the door at the beginning of your meetings,
let your team know that this is going to happen. This will reduce the shock
for the first person who is inappropriately late. It will also inspire your high
achievers (who are always on time) because they will finally see that their
senior leader is making a real effort to value their time. 
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DAY #5 

TRUTH: WE’RE BURNING OUT OUR BEST PEOPLE BY 

SENDING THEM TO TOO MANY DAYTIME MEETINGS

THE TRUTH 

From managers to CEOs, we are swamping our best people with too many meetings
during the daytime (sound familiar?). This forces them to finish their regular work at
night. The result? These senior leaders are getting burned out by 12-hour days, but
because of their A-type personalities, they won’t admit that they are overloaded.  

THE FIX: CUT OUT YOUR WORST MEETINGS 

If you want to retain top talent in your organization, then it’s time to have an
honest conversation about the number of meetings they have to attend. Here are
a few suggestions about how to get started: 

4. Tell your boss the results of doing this exercise - and recommend
that they do it for all of their direct reports. 

1. MAKE A LIST OF ALL OF YOUR MEETINGS 

• ____________________________________ 
• ____________________________________ 
• ____________________________________ 
• ____________________________________ 
• ____________________________________ 

3. MAKE A LIST OF ALL OF THE PROJECTS YOU WERE ABLE TO GET
DONE BECAUSE YOU WEREN'T WASTING TIME IN BAD MEETINGS 

• ___________________________________________________________ 
• ___________________________________________________________ 
• ___________________________________________________________ 

2. CUT OUT YOUR WORST MEETINGS 

X ____________________________________ 
• ____________________________________ 
• ____________________________________ 
X ____________________________________ 
• ____________________________________ 



IT'S TIME TO TAKE ACTION!
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5-Day Meeting Leadership 

Challenge Workbook

1. Print out a copy of this workbook 
2. Do the work and fill it in 
3. Celebrate when you get a 'win' in your next meeting

Changing meeting culture is tough, and if you want to make this happen
then it's time to take action! 

So here's what to do next...

WANT TO LEARN MORE ABOUT HOW TO BECOME AN 
OUTSTANDING MEETING LEADER? 

1. Check out our blog article called 'The Top 5 Meeting Leadership
Skills for Professionals'  

2. Learn about our Meeting Leadership Training Solutions 
by clicking on this link 

3. We are looking for a select group of motivated beta testing students
for our upcoming online course called the 'Meeting Leadership

Solution' - How To Dramatically Improve Your Meetings in 30
Days' - interested? contact gord@meetingleadershipinc.com 

https://meetingleadershipinc.com/training/

