Tips and tools for meetings to inform and make decisions

When it makes sense to involve a group in decision-making, a well-designed meetingis the
perfect forum to discuss options, see all angles, and inform or reach a decision.

Essential Guidance

Consider: Maybe you need to make the decision on your own or with one or two other people.
A meeting might not be the best approach. If the decision calls for urgency or specialized expertise,
or if confidentiality is an issue, or if it’s your responsibility to make the decision, skip the meeting.

Avoid inviting too many people.
An alarm should go off if you're up to six or so people. Invite a select few who know the context,
options, and stakes —and have the expertise and collaborative style to make a great decision.

Circulate key information afterward.
Share the decision(s), what needs to be done, who's responsible, and when it should happen.

v| Additional Recommendations

Define the key decision-making criteria.
When people are clear on the key factors that need to be top of mind when evaluating options,
discussions and decisions are so much easier.

Guard against groupthink.
Encourage different perspectives, critical thinking, and open dialogue — even when it might go
against the grain of your own thinking.

Aim for consensus.
It can take extra time to build consensus, compared to calling a vote to make the decision, butiit's a
far better approach for getting shared agreement and ensuring genuine support.
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