Golden Rules for Successful Meetings (SG-N18 / 1995-12-15)

These rules are displayed in the meeting rooms of the CEN Central Secretariat in Brussels. Obviously it is up to RILEM organizers to consider whether or not these golden rules should apply in their case.

Prepare all meetings meticulously: 

CARSPECIAUX 183 \f "Symbol" \s 10 \h
Ensure timely notification of meetings

CARSPECIAUX 183 \f "Symbol" \s 10 \h
Prepare and circulate agendas for meetings well in advance

CARSPECIAUX 183 \f "Symbol" \s 10 \h
Are all relevant documents to hand?

CARSPECIAUX 183 \f "Symbol" \s 10 \h
Is the meeting room suitably prepared and all materials available?

____________________________

State clear objective for meetings

Adhere to agreed time scales

Stick to the agenda

Summarize discussions from time to time

Listen!
Don't interrupt!

Be to the point - keep it short and focus to issues

Know when to say "no", but offer alternatives

State decisions arising from meetings and allocate responsibilities

Follow-up on decisions and actions in line with target dates

