
ENERGIZE YOUR ENTERPRISE 
WITH WORLD CLASS 

MEETINGS
CEO WEBINARS



Why We’re Here

Purpose: Discuss how to make 
meetings more effective and ensure 
you get an ROI on the time spent

Outcomes: 
1. One tip on how to plan a meeting
2. One tip on how to run a meeting

ENERGIZE YOUR ENTERPRISE 
WITH WORLD CLASS MEETINGS



What You Get

1. Meeting Prep Tools

2. Learn How to Take Control of a 
Meeting

3. Ideas on How to Infuse Energy 
into the Meetings



Agenda

01

02

03

04

Intro to Effective 
Meetings

Plan a Meeting

Running a High 
Impact Meeting

Increasing Engagement 
in Meetings

05 Q/A, Round Table



Hello! I’m 
Colin Bowman
Operations Driver, Scaling Strategist, 

Business Advisor, Entrepreneur



About Me

1. Owned/operated trades franchise 
with 25+ employees.

2. Ran Franchisor division of 65 
Franchise Owners and 350+ 
employees.

3. Advised dozens of small 
businesses across North America 
for the last 2 years - 2 clients thus 
far on Inc 500 list



Plan a Meeting01



PLANNING A 

MEETING

SHARE THE COST 
IN THE CALENDAR 

INVITE



Things to Prepare

● Outcomes/Agenda 

● Systemize your prep
○ Data
○ Setup
○ Feeling

● Systemize your participants’ prep
○ Their outcomes
○ Reflection
○ Deliverables

PLANNING A MEETING



Don’t Move Meetings

Do the First Round of Prep With Participants

PLANNING A MEETING



Example 
Meeting Prep



Business 
Owners Prep For 
1:1s



Employee’s Prep For 
1:1s With Owner



Leadership Conference 
Prep Email



Leadership Conference Prep 
Participant Prep



Running a High 
Impact Meeting02



CHECK-IN

01

OUTCOMES

02

HOUSEKEEPING & 
ADMIN ITEMS

03

GOAL REVIEW

04

Basic Outline - 1:1s

NEW GOALS & 
PROBLEM 

SOLVING TO GET 
THERE

05

THEIR 
DISCUSSION 

TOPICS

06

YOUR 
DISCUSSION 

TOPICS

07

ACTION PLAN & 
TAKEAWAYS

08



02

MEANINGFUL 
CHECK-IN

01

POAD

Basic Outline - Team Meetings

03

SHOUTOUTS

04

STATE OF THE STATE 
OR KEY UPDATES

06

SUMMARIZE 
MEETING & ACTION 

PLAN

07

END WITH A 
CHARGE

TOPICS
● GROUP PROBLEM SOLVING IN 

PURSUIT OF DECISIONS
● RFI’S (REQUEST FOR INPUT)
● OTHERS

05



1
POAD

2
EXPECTATIONS

3
REVIEW THEIR PREP & 
UNPACK IT WITH THEM

4
CAREER 
GOALS

5
BIGGEST DRIVERS 

& RESTRAINTS

6
WORKING 

RELATIONSHIP 
WITH YOU

7
ACTION PLAN & 

90-DAY 
BENCHMARKS SET

8
REVIEW 
MEETING

9
END WITH SINCERE 

“THANK YOU”

Basic Outline - Employee 
Review/Development Meetings



Basic Outline - Leadership Retreats

POAD01

TEAM BUILDING CHECK-IN02

STATE OF THE UNION03

BUILDING THE FUTURE 
OF THE COMPANY

(VISION, MACRO GOALS, KPI’S, INITIATIVES, 
INITIATIVE IMPLEMENTATION)

04

2-3 IMPORTANT DECISIONS 
MADE FOR NEXT YEAR

(CORE VALUES, TECHNOLOGY CHANGE, 
MACRO STRATEGY, ETC...)

05

DO SOMETHING FUN & 
ENRICHING WITH THE TEAM 
(33% BUSINESS & 66% FUN/RELATIONSHIPS)

06

* This could be a multi-day thing!



1
SET GREAT 

EXPECTATIONS UP 
FRONT

2
SWITCH VOICES 

OFTEN

3
ASSIGN A 

NOTETAKER OR 
TIMEKEEPER

Ways To Keep It High Impact/On The Rails

REDIRECT THE 
CONVERSATION

4

USE THE “2-MINUTE” 
RULE

5

USE PARKING LOT 
METHOD

6

7
USE PROMPTS OR BREAKOUT 

ROOMS TO KEEP IT FRESH

High Impact / 
On the Rails



Increasing Engagement 
In Meetings03



Cool Random Things That Actually Work 

● Do unorthodox check-ins 
● Start with shoutouts
● In general, talk less, give the spotlight to your team

○ Best practices shared through them, not you
○ Assign roles/Keep to them 

● Use compelling visuals/data interesting to the group
● Give tools/resources in the meeting
● Standing O
● Do unorthodox meeting wraps
● 5 Minutes of Silence
● How Hap Klopp ends Leadership Retreats



Cool Random Things That 
Actually Work 

Do 
Unorthodox 
Check-Ins 



Cool Random Things That 
Actually Work 

Start With 
Shoutouts



Cool Random Things That 
Actually Work 

Talk Less & 
Spotlight 

Your Team



Cool Random Things That 
Actually Work 

Use 
Compelling 

Visuals & Data 
Interesting to 

the Group



Cool Random Things That 
Actually Work 

Give Tools & 
Resources in 
the Meeting



Cool Random Things That 
Actually Work 

Standing
O



Cool Random Things That 
Actually Work 

Do 
Unorthodox 

Meeting 
Wraps



Cool Random Things That 
Actually Work 

5-Minutes 
of Silence



Cool Random Things That 
Actually Work 

How Hap 
Klopp Ends 
Leadership 

Retreats



Cool Random Things That Actually Work 

● Do unorthodox check-ins (examples)
● Start with shoutouts
● In general, talk less, give the spotlight to your team

○ Best practices shared through them, not you
○ Assign roles/Keep to them (help them prep if needed)

● Use compelling visuals/data interesting to the group
● Give tools/resources in the meeting
● Standing O
● Do unorthodox meeting wraps (end with a quote?)
● 5 Minutes of Silence
● How Hap Klopp ends Leadership Retreats



Make Your People 
Better at Meetings

Observe them running 
meetings and coach them

Observe Them
Help them build their structures 

& build them with them

Help Them
Duplicate yourself running your 
current meetings in 6-12 months

Duplicate Yourself



Additional Reading

● Meetings Suck - Cameron Herold

● Bad Meetings Happen to Good People - Leigh Espy

● Traction - Gino Wickman

● High Output Management - Andy Grove

● Death by Meeting - Patrick Lencioni

● The Art of Gathering - Priya Parker





TAKEAWAYS
Share two things you never 
want to forget in the chat! 

● Planning a 
Meeting

● Running a 
High Impact 
Meeting

● Increasing 
Engagement


