
Could’ve Been 
an Email...



Register now at Kahoot.it or 
download the Kahoot app.



Hello!
Ahren Crickard, JD, LSSBB
Academic Strategic Initiatives
Office of Executive Vice Chancellor, Resource Administration
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20 minutes Lea rn & Ka hoot
20 minutes Group exercise
10 minutes Q & A
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#1
Define a nd describe 
t he cha ra ct erist ics 
of decision set s t ha t  
necessit a t e a  
meet ing. 

# 2
Demonst ra t e t ha t  
you ca n set  clea r 
expect a t ions for 
meet ings.

# 3
Const ruct  
a ct iona ble goa ls for 
meet ings.
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11 Million
Meetings per day in U.S. on average

Over 1 Billion
Meetings per year

220 Million
Meetings per month
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$37 Billion
Cost of wasteful meetings per year 

(50% of meetings = wasteful)
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Pay rate Length of meet ing Cost

President $200K 60 ?

Dea n $120K 60 ?

Business Mgr. $80K 60 ?
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× $280
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× 280 x 50 weeks/year = $14,000

× Harvard Business Review 
× Meeting Cost Calculator
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1.
Define & Descr ibe

Assembly for common purpose
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Decision- ma king Innova t ion Informa t ion

Problem- solving Tea m- building Sta tus Upda te
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In- person
- Commit t ees
- Workgroups
- Project s/ Init ia t ives

1:1
- Severa l t a lking point s

Coffee
- One discussion point

Videoconference
- Commit t ees
- Workgroups
- Project s/ Init ia t ives

Ca sua l Ga thering
- 2- 3 people for t opica l 

discussion

Wa lk
- One issue 
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★ Need to make a 
decision?

★ Need to prioritize?

★ Need to solve a 
problem?



5 Whys
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2.
Set Expectations

Level- set for meeting
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★ Clearly define role of each 
pa rt icipa nt

★ La y out  project / init ia t ive goa l

★ Communica t e goa l of meet ing

★ Communica t e next  st eps
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★ Define the Role 
★ Expectations & Contributions

○ Meet ing a t t enda nce
○ Homework
○ Communica t ion expect a t ions



Clearly articulate:
★ Descript ion of project
★ Timeline
★ Scope
★ Sponsor
★ Ident ified st a keholders a nd beneficia ries

See: UCSD’s Colla bora t ion Policy: 
https://evcra.ucsd.edu/collaboration/index.html
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https://evcra.ucsd.edu/collaboration/index.html
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★ Clearly articulate what happens next…
○ Meet ings
○ Homework
○ Communica t ion



3.
Construct Goals

Create actionable goals
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- Everyone:
- get s homework 
- understa nds next  st eps
- understa nds context  of progress in 

rela t ion to la rger goa l

23



(or Kahoot) 
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Group  
Work through meeting scenarios 
with your group. 
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★ You are in a group of academic advisors from all 
depa rtment s a cross t he inst it ut ion who meet  monthly. It  
ma kes sense for t he group to regula rly meet , but  la t ely t he 
monthly meet ings ha ve become more of a  vent ing session 
on la ck of resources. You ha ve to pla n the next  meet ing.
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★ The Dean of Biology has declared that she wants the 
depa rtment  t o more sust a ina ble. She put  t ogether a  
workgroup comprised of ma ny throughout  t he depa rtment  of 
Biology. She ga ve the workgroup only t ha t  direct ive of t he 
desire for Biology to be more sust a ina ble. You ha ve to pla n the 
first  meet ing. 
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★ The committee for inclusion and diversity has been meeting for 
t he pa st  yea r. The Dea n who brought  t he group together ha s 
since left  t he inst it ut ion a nd the group is unclea r a bout  it s 
direct ive. You ha ve to pla n the next  meet ing. 
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★ The advisory workgroup for academic success has been 
meet ing regula rly for t he pa st  two yea rs in order t o a ssist  
in t he development  of some new softwa re. The softwa re 
ha s now la unched but  t he group ha s cont inued to meet . 
You ha ve to pla n the next  meet ing. 
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★ The policy on voting on academic files needs to be 
rewritten. The workgroup has many staff and faculty. One 
faculty political science member happens to research 
voting. Every meeting for the past two months has 
devolved into a debate about the theory of voting and the 
policy hasn’t been touched. You have to plan the next 
meeting. 



THANKS!
Any questions?
You can find me at acrickard@ucsd.edu
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Special thanks to all the people who made and 
relea sed these a wesome resources for free:
× Presenta t ion t empla te by SlidesCa rniva l
× Photogra phs by Sta rtupstockphotos

32

http://www.slidescarnival.com/
http://startupstockphotos.com/


1. Dea th By Meet ings, (2004) By Pa t rick Lencioni

1. Meet ings Suck (2016), By Ca meron Herold

1. Ba d Meet ings Ha ppen To Good People, (2017), By Leigh Espy

1. The Surprising Science of Meet ings, (2019), By Steven 
Rogelberg
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