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Read our
 Ten Top Tips For Productive Meetings and keep your staff and co-workers engaged and interested.
 One in three office workers have witnessed colleagues falling asleep in meetings due to boredom,new research* has revealed.
 * Research by Sharp Europe
 https://twitter.com/banner_1
 https://www.linkedin.com/company/banner-business-services-limited
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1. Think about what you want to achieve from the meeting.
 Whether you want to hold a brainstorming session or communicate new developments, if you’re clear about the desired objective, then your audience is more likely to understand this too.
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2. Plan your agenda carefully
 Send the agenda to all attendees in advance. Share it at the start of the meeting too.
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3. Think about the meeting rooms in your organisation
 Consider rethinking the traditional model. Would installing soft seating be more appropriate, or do you want flexible furniture which can be easily arranged in different layouts?
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4. Consider whether you all need to be in the same location.
 Successful meetings can take place by webinar or conference call, reducing the need for travel and saving time and money.
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5. If you’ve prepared a PowerPoint presentation, try to avoid just reading it out.
 You want to add value for your audience by offering them some extra insight or detail.
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6. Consider asking a variety of people to present different elements of the meeting. 
 Your audience will often be more engaged if there is a mix of speakers.
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7. Involve your audience
 Offer them an opportunity to share ideas or ask questions.  Add energy to your planning meetings by encouraging people to get up and write their suggestions where everyone can see.
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8. Consider asking people to turn off laptops and switch phones to silent
 It will encourage concentration and focus.
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9. At the end of the meeting agree next steps
 Ensure everyone is clear about their assigned tasks. Giving people deadlines for their next steps will help keep everyone on track.
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10. Share your presentation with your audience after the meeting
 Send it either by email or slideshare, so they can refer to it going forward.
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Keep up-to-date with all the latest hot topics for UK professionals on our Banner LinkedIn page.
 Or why not follow us on Twitter?
 https://twitter.com/banner_1
 https://www.linkedin.com/company/banner-business-services-limited
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