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365 Foolish Mistakes Smart Managers Commit Every 
Day: How and Why to Avoid Them  

by Shri Henkel 

  

Here’s a very surprising statistic: Within the first 18 months on the 
job, 40 percent of all management newcomers fail by either getting 

fired, quitting, or receiving a bad review, according to Manchester Inc., 
a business consulting group. Some first-timers are overwhelmed by 

their newfound power while some are weighed down by the 
responsibility. But for most, the overriding concern is to avoid personal 

failure. 

This new groundbreaking book will guide the new manager to success 
and avoid the many common mistakes and pitfalls along the way. You 

will learn how to face the unique challenges every day in your job and 

offer detailed and innovative solutions to help you achieve your 
potential. Learn how to become a true leader who commands respect, 

commitment, and credibility. 

Topics include: what it takes to be a manager, how to take charge, 
how to establish your authority, earn respect and credibility, deal with 

social issues, how to be a leader, gain the cooperation and 
commitment of others, manage yourself, interview tips, set realistic 

goals, coaching skills, creative problem solving, sexual harassment 
guidelines, how to manage multiple projects and assignments, how to 

delegate effectively, successful meetings, communication barriers, 

dealing with interruptions, developing self-confidence, turning around 
unacceptable performance, dealing with stress, how to write effectively 

and clearly, how to effectively use e-mail, employees that complain or 
are disagreeable, and hundreds more. 

In addition to the comprehensive content in the book, we spent 

thousands of hours interviewing, e-mailing, and communicating with 
hundreds of today’s most successful managers. This book is a 

compilation of their secrets and proven successful ideas. If you are 
interested in learning hundreds of hints, tricks, and secrets on how to 

be a great first-time manager, then this book is for you. ISBN-10: 0-

910627-75-4 • ISBN-13: 978-0-910627-75-7 288 Pages • Item # 
FMS-02 • $21.95   
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The purpose of this book is to help a new manager learn the 

ropes. Being a first time manager is exciting, but you will face many 

challenges. In the creation of this book, I’ve tried to include a wide 

variety of the problems you will face. If you thumb through the table of 

contents, you will see the various topics that we will discuss. Many 

sections of this book are written for department managers within 

businesses, but there is much information that will also help a 

business manager. 

We start with “Congratulations, You’re a Manager – Now 

What?” That was how I felt the first time I was put in charge of a 

business. I was excited and scared at the same time. This section 

includes tips to help you get your feet wet in the management pool. I 

will give you ideas of what to expect and how to handle the initial 

problems and concerns you will encounter. There are some things 

that all first time managers need to know, and I’ve included these 

things. When you become a manager, you need to establish your 

authority, but there are good and bad ways to do this. We’ll review 

these.  

Once you are getting settled in, we will work on honing your 

skills. These include your leadership and management skills. Then 

we will review ways to improve your effectiveness. To be a successful 

manager, you need to be effective. There are things you can do to 

make your job easier while still gaining the respect of your boss and 

your employees. You may also be in a situation where you will need 
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to interact with people in other departments. We’ll talk about ways to 

make these situations better.  

Your employees are a key to your success. As a manager you 

will probably be called on to interview, hire and train new employees. 

This is a chance for you to handpick the people you will work with 

each day. The ability to pick your team is a gift and I’ll help you learn 

to make effective choices and how to keep these people on your 

team. Once you hire and train the people you want, then you will 

need to manage them properly. Handling your people wrong, will 

undo the good you did when you chose them. I’ll share tips on how to 

deal with employees and to maintain a good working relationship. 

Employees will respond better if you create a positive work 

environment. No one likes to work in a negative and dreary 

environment.  

In all the years I’ve been a manager, I found three major topics 

that all managers need to understand and implement properly. These 

include: communication, delegation and motivation. We’ll review how 

to communicate, delegate and motivate your employees. This will be 

crucial to your success as a manager and in maintaining the hand 

picked team that you assembled.  

You will encounter many issues and situations when you deal 

with various employees. No two employees are alike and no two 

situations are exactly the same. We’ll delve into how employees differ 

and how to handle those differences.  
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Periodically you need to evaluate your employees. There are 

negative and positive ways to handle this. I’ll share these tips with 

you. Sometimes an employee doesn’t do their job in a way that is 

beneficial for them or the company. In these cases, you need to 

discipline them and occasionally you have to fire them. This is one of 

the hardest things a manager must do and we’ll review ways to 

handle these situations. You will need to conduct effective meetings 

with your team. And last, we’ll discuss how to effectively schedule 

and reward employees.  

The way I laid out this book, is to give you information about 

each subject and then I will include various common mistakes. Each 

mistake will have an explanation on what should be done differently. 

Reading this book will not eliminate all possible mistakes, but it will 

arm you with the information to fix the problems.  

On a final note, you may wonder why I feel qualified to write this 

book and why you should listen to anything I have to say on the 

matter. Well, I’m proud to share my background with you. At the age 

of nineteen I managed my first business. I was the office manager in 

a land surveying office. It was a busy office and we maintained a 

steady stream of work. Soon after that, I got a job in a large 

department store and managed three busy departments. This was a 

totally different atmosphere from managing an office, but it required 

many of the same skills along with an assortment of new abilities. A 

couple of years later I became an assistant manager and worked my 

way up to managing a franchise pizza business. It was a challenge, 
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and I learned a lot about effective hiring and people management 

which I will share with you.  

My next position was to manage and re-organize a video store. 

This gave me the opportunity to acquire new skills and to use some 

of the other skills I had already learned. From here, I went to work at 

a local hospital and was promoted to a department manager. This is 

an excellent example of working with people in other departments. 

After that, I was hired to for a position in a chain furniture store where 

I worked with several different departments. A couple of years later, I 

managed a chiropractic office. The doctor had recently bought the 

practice where he worked and this job utilized all of the skills I had 

acquired over the years. I also used all of my experience when I went 

to work with my brother in his contracting business. I have started to 

promote my business where I help other business owners to 

streamline their business and to run them more effectively.  

I hope that gives you an idea of the experience and background 

that I bring to this book and to you. Through the course of this book, I 

will also bring you real examples of things I tried that worked and I’ll 

share things that didn’t work. An effective manager can learn from the 

good things and the bad things.  

Let’s turn the page and dive into the world of management.  

 

www.sandcconsulting.com/books_4_sale.htm 
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How to Open a Financially Successful Pizza & Sub 
Restaurant: Get Your Slice of the Pie by Shri Henkel 

The explosive growth of the pizza and sub shops across the country 

has been phenomenal. Take a look at these stats:  Americans eat 
approximately 100 acres of pizza each day, or about 350 slices per 

second. Pizza is a $32+ billion per year industry. Pizza restaurant 
growth continues to outpace overall restaurant growth. Pizzerias 

represent 17 percent of all restaurants. Pizza accounts for more that 
10 percent of all food service sales. 

Here is the manual you need to cash in on this highly profitable 
segment of the food service industry. This new book is a 

comprehensive and detailed study of the business side of the 
restaurant. This superb manual should be studied by anyone 

investigating the opportunities of opening a pizza or sub restaurant. It 
will arm you with everything you need including sample business 

forms, leases, and contracts; worksheets and checklists for planning, 
opening, and running day-to-day operations; sample menus; inventory 

lists; plans and layouts; and dozens of other valuable, time-saving 
tools of the trade that no restaurant entrepreneur should be without.  

While providing detailed instruction and examples, the author leads 
you through finding a location that will bring success, learn how to 

draw up a winning business plan (the companion CD-ROM has the 
actual pizza restaurant business plan that you can use in MS Word), 

basic cost-control systems, profitable menu planning, successful 
kitchen management, equipment layout and planning, food safety and 

HACCP, successful beverage management, legal concerns, sales and 
marketing techniques, pricing formulas, learn how to set up computer 

systems to save time and money, learn how to hire and keep a 
qualified professional staff, new IRS tip-reporting requirements, 

managing and training employees, generate high-profile public 
relations and publicity, learn low-cost internal marketing ideas, low- 

and no-cost ways to satisfy customers and build sales, learn how to 
keep bringing customers back, accounting and bookkeeping 

procedures, auditing, successful budgeting and profit planning 

development, as well as thousands of great tips and useful guidelines.  
There are dozens of case studies from people involved in the business 

to help you along. ISBN-10: 0-910627-80-0 • ISBN-13: 978-0-
910627-80-1 288 Pages • Item # PIZ-03 • $39.95  
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INTRODUCTION 

The aroma. Isn’t that the first thing that attracted you to pizza? We enjoy the wonderful 

combination of cheese, tomato sauce, garlic, oregano and the toppings of your choice. 

Imagine owning your own pizza and sub shop. You can learn to spin pizza dough and 

watch the shining eyes of children who enjoy the spectacle. Subs are simple and there 

are many varieties. What could be better than owning a pizza and sub shop? 

If you feel like that, then this book is for you. I’ll walk you through all the steps to 

buying and establishing a profitable pizza shop. There are many factors to consider and 

in the pages of this book and the accompanying CD, I’ll help you make informed and 

educated decisions about whether you should own a pizza and sub shop.  

There are calm pizza restaurants and there are incredibly busy pizza shops. You can 

decide which business is suited to your personality and your abilities. We will discuss 

how to make a good decision and then develop your business plan. This will keep you 

focused on the things that must be done to open a profitable pizza shop.  

Any business needs to meet local and state requirements. These could include a local 

business license, acquiring tax identification numbers for payroll and sales tax, permits, 

insurance and go on. It is a long list and each item is necessary. These details will be 

discussed in detail to help you operate in a legal manner from the beginning.  

We’ll discuss how to decide whether to buy a pizza franchise or if you are better suited 

to an independent pizza shop. You need to decide which items you will serve. Once you 

have your menu items chosen, you need to hire the right employees to work in your 

pizza shop. The book will explain how to write job descriptions, interview, hire and train 

your team members.  

You will equip your kitchen and a dining room, if you have one. There are ways to use 

décor and atmosphere to your benefit. We will develop a plan to set up your work areas 

and your areas for the public in the best way for the pizza shop you have.  
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The food and drink items on your menu will help you determine food costs, suppliers, 

prep work and staff. Your food items must be purchased, maintained, rotated, and used 

in a timely manner. This will help you in the preparation of the recipes you plan to use 

in your pizza shop.  

An important part of the process is marketing. No matter how wonderful your pizza shop 

is, you need to attract customers. We will review strategies to bring customers to your 

shop and to increase your shop sales. Effective marketing is crucial to your success. I 

will share some of the marketing strategies I used as a pizza shop manager that helped 

increase my store sales. I’ll share this information and more in this book. Now, let’s get 

started.  

 

  

    
    
    
    
    
    
    
    
    
    
    
    



            www.sandcconsulting.com                                             Page  

Contact Shri at sandc_consulting@hotmail.com 

17

    
Non Commercial Food Service Handbook: A 

Complete Guide to Hospitals, Nursing Homes, 

Military. Prisons, Schools and Churches - With 
CD Rom  

by Shri Henkel 

 



            www.sandcconsulting.com                                             Page  

Contact Shri at sandc_consulting@hotmail.com 

18

Non Commercial Food Service Handbook: A Complete 
Guide to Hospitals, Nursing Homes, Military. Prisons, 
Schools and Churches - With CD Rom by Shri Henkel 

Finally, the non-commercial food service director has a comprehensive 
manual to aid them in their day-to-day operations. This massive 600-

page new book will show you step by step how to set up, operate, and 
manage a financially successful food service operation. The author has 

left no stone unturned.  

The book’s 19 chapters cover the entire process from startup to 
ongoing management in an easy-to-understand way, pointing out 
methods to increase your chances of success, and showing how to 

avoid many common mistakes. The new companion CD-ROM contains 
all the forms in the book in PDF format.  

While providing detailed instruction and examples, the author leads 
you through  basic cost-control systems, menu planning, sample  floor 

plans and diagrams, successful kitchen management, equipment 
layout and planning, food safety and HACCP, dietary considerations, 

special patient/client needs, learn how to set up computer systems to 
save time and money, learn how to hire and keep a qualified 

professional staff, manage and train employees, accounting and 
bookkeeping procedures, auditing, successful budgeting and profit 

planning development, as well as thousands of great tips and useful 
guidelines.  

The extensive resource guide details over 7,000 suppliers to the 
industry; this directory could be a separate book on its own. This 

covers everything for which many companies pay consultants 
thousands of dollars.  ISBN-10: 0-910627-81-9 • ISBN-13: 978-0-

910627-81-8  600 Pages Hardbound • Item # NCF-02  $79.95 with 
Companion CD-ROM   
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Introduction 

You are a recent graduate of a food service program and you need to find 

a job. Are you one of the millions who feel that your only option is a commercial 

restaurant? There is another option which has many jobs available every year. 

These jobs are available in non commercial food-service industry. The non 

commercial industry can include jobs in hospitals and nursing homes, in the 

military, prisons, schools, colleges and churches.  

The term non-commercial can be a little confusing. As a potential manager 

in the non-commercial food service industry you need to understand that you will 

still be required to maintain costs within the business. More and more this 

industry is requiring that their managers and staff to break-even and even show a 

profit. How hard they push will depend on the business that is associated with the 

food service facility.  

You can find non-commercial food service opportunities within large 

companies and medical centers which have cafeterias for their employees. There 

are also cafeterias in schools and colleges. In many cases part or all of their 

funding comes from the business or the school system it’s located within. This 

means the manager must answer for the money that is spent and must maintain 

a businesslike atmosphere.  

Are you one of the people that conjure up images of dull, tasteless food 

when they think of cafeteria food? This can be one reason that many people 

don't even think about entering this field because of this mistaken impression. 

Today non commercial food-service includes all types of food and all types of 

service.  

 

What is Unique About Non Commercial Food Service? 

 

 We're all familiar with commercial food-service such as restaurants which 

are a separate business. However non commercial food-service is a separate 

department within a larger business and food service is not their main business. 

In many instances the cafeteria is provided as a convenience for the employees. 
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One slight difference is health care and nursing home facilities where patience 

and residences need a food service option.  

In many non commercial food-service facilities, the customers are served 

at predetermined time. This requires large quantities to be prepared and served 

at designated times. An unusual characteristic of non commercial food-service is 

that the food needs to be maintained at hot or cold temperatures for extended 

periods of time. This includes safe handling along with maintaining an appealing 

appearance for the food.  

To give you an idea of the large quantities we’re talking about, you might 

prepare beef stew or potatoes for 500 or 5000 people who must be served within 

a set period of time. This requires a different mentality and procedure than 

serving 50 to 100 people for dinner. Once the food is prepared it may be held or 

served to the individuals on in a cafeteria line.  

Customized orders are becoming more popular. This may be especially 

advantageous for breakfast service to offer eggs cooked to order. Another good 

example is customized sandwich preparation. Specialized orders are received 

better than prepackaged sandwiches.  

When you look for a food service related job remember the 

noncommercial industry is much more stable than commercial food-service. If 

you're looking for a long-term career, this is a great place to look.  

 

History of the Non Commercial Food Service Industry  

 

Non commercial food-service has been around for centuries in one form or 

another. One example would be the Egyptian pharaohs that fed workers while 

they were building the pyramids. Another example is William the conqueror who 

fed his 30,000 employees. We can also find examples in American history. Think 

of the cowboys who were fed along the trail on cattle drives and when the 

railroads were built. These companies provided food for their people.  
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           Around 1890 The New York and Chicago telephone companies provided 

food services for their employees. Sears Roebuck and Co. provided a restaurant 

for their employees in Chicago in 1906. They prepared meals for 12,500 

employees each day. At one time, they fed 8400 people in an hour and 20 

minutes. That would be a difficult feat today, can you imagine feeding that many 

people with no modern conveniences.  

During World War I many industries discovered the need to provide food 

service for their employees. With the push to produce supplies for the war there 

was a need for a shorter lunch hour. Providing food service within the business 

enabled companies to offer shorter lunch hours. Manufacturers continued to 

learn about the benefits of providing food service and made great strides in this 

area during World War II. They realized nutritious well-balanced meal helped 

their employees stay healthy, efficient and more productive on the job. With 

many factories being located away from cities in-house food service appealed to 

potential employees.  

           Hospital food-service has experienced many changes through the 

centuries. In the Middle Ages the only foods they served were bread, broth and 

beer. The people with limited funds needed friends and relatives to bring food for 

patients. Some enterprising individuals brought food into the wards for the people 

who could afford it. Most people have heard or read about the contamination and 

diseases that were rampant among early hospital patients.  

 During the Crimean War, Florence Nightingale worked with Alex Soyer to 

develop ways to provide food to patients. Soyer knew soldiers had little chance of 

recovery with inadequate food and possible contamination. So, he traveled to 

Crimea to evaluate the situation for himself. The news he heard didn’t prepare 

him for the situations he found.  

 He found a number of way use to improve the conditions: 

• He changed the way food was prepared. 

• He created a filter to brew tea. 

• He developed the idea of pouring hot soup over meat to create a hot meal. 

• He created to a biscuit recipe that tasted better and could be stored better. 
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• He designed a system to compress dried vegetables into smaller servings 

that could be prepared in boiling water to be eaten. 

• He developed training programs for cooks. 

• He found ways to help cooks prepare nourishing food. 

• His Soyer Stove used less fuel and was safer. 

Unfortunately conditions in the United States were no better. During the 

Civil War there were similar problems with sanitation and low-quality of food. 

These conditions persisted until 1890 when hospitals in the eastern United 

States began to employ a person to handle food service.  

 Doctors at some United States hospitals in the 19th century hired women 

to develop diets for their patients. They believed the nutritional value of the food 

could be therapeutic to their patients and wanted to study this more thoroughly.  

The hospital food-service industry changed slowly. New ways to serve 

patients were developed. However, some significant changes took place 

following World War II. These changes included: 

 

1 - Centralized tray service 

2 - Experimenting with chilling and freezing systems 

3 - Experimenting with a separate kitchen for special diets 

4 - Frozen foods were developed 

5 - Systems to control operations  

 

Health-care food-service also includes nursing homes, retirement homes, 

long-term care facilities and similar operations. These facilities have special 

needs to feed their residents. As with many other businesses they needed to cut 

corners in order to save costs and many times quality suffered. Some of these 

problems included: poor quality food, inadequate and unclean preparation areas, 

poor storage and handling of food, along with untrained personnel.  

As our health-care options increased, so did the need for quality food 

service. This is especially true with the elderly population in many of these 

homes. They want homelike environment with good tasting food. As the quality of 
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health care improves, the quality of food-service must also improve. These 

facilities may offer carryout service and catering options.  

 

School Lunch Programs 

 

          In 1920 Chicago claimed to be serving lunch in all its high schools and in 

many elementary schools. Many other large cities claimed to have lunch 

programs throughout the early 1900's. These programs were mainly handled by 

volunteers. The need for better nutrition along with the need for better nutrition 

was brought to light by the number of young people being rejected for military 

service because of bad nutrition.  

 In 1932 the presidential administration launched a program to provide 

money to serve lunches and the school systems. This was another way to 

provide work during the Depression era. In 1942 this program in over 78,000 

schools served lunch to over 5 million students daily.   

After WW II the national school lunch program was established. This 

enabled many schools to provide a least one nutritional meal for students at a 

minimal cost. This program was enhanced in 1966 with the Child Welfare Act 

which reduced the price of lunches or free lunches for children who qualified. An 

addition to this program was the school breakfast program which began in 1968. 

 

College Food Service 

 

During the 13th and 14th century in Europe, students managed hostels to 

provide a sort of food service facility. These regional hostels were funded by 

wealthy individuals to provide food and lodging for students who couldn’t afford 

the cost themselves. Eventually these facilities were amazed by the university.  

 Harvard University was established in 1638 and provided residence and 

food service for students. At that time, clergymen managed the colleges and 
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were very thrifty with the money and that didn't always satisfy the students. 

Things changed in the early 1900's when universities realized they were 

responsible for the physical well-being of the students.  

College food service has become diversified over the years. Many 

residence halls contain dining rooms to provide meals for students while others 

have cafeterias to serve the students. They may also have snack bars, vending 

machines, fast food service, on campus convenience stores, dining rooms which 

are open to public and catering services for banquets and special events.  

  

Prison Food Service 

 

Have you seen westerns where the sheriff’s wife or girlfriend brings a tray 

of food to the prisoner? This is how prisoners were fed. The sheriff was 

responsible to provide meals and had limited money, so he found reasonable 

ways to feed them.  

 No one worried about what type of food was served, how it was prepared 

or when it was served. This mentality was prevalent for many years. In the early 

days of the prison system, these facilities were private enterprises and the sheriff 

had to find ways to make money. Hiring the prisoners out to work was a way to 

raise money and cutting the feeding expenses was another.  

 We all know that when a supervisor is forced to show a profit, some things 

can suffer. In many cases it was the selection or quality of the prisoners’ food. 

Minimal costs led to the use of bread, water, stew and porridge for many 

prisoners. Some sheriffs and deputies felt that limiting their food was a good way 

to punish inmates.  

 In the 1970’s, things began to change. Localities were managing the 

prisons and their conditions were regulated. This included changes to the way 

prisoners were treated, this included their food. The first prison dietician was 

hired in 1979 and major strides began to be made. She got a court order to set 

sanitation, quality and nutritional standards in prisons.  
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 These conditions changed when contract companies took over some 

segments of prison food service in the 1980’s. When these conditions were 

improved, they had to be careful not to provide food that was too high quality. 

Food quality and servings is a common reason for prisoner unrest. So, these 

contractors walk a fine line when providing correctional system food service.  

 

Topics We Will Discuss  

 

This book will also deal with leadership qualities, managing money, how 

to plan menus, dietary and nutritional guidelines which are especially critical in 

health care and school facilities. To be an effective manager you need to 

understand how a purchase, receive, store and inventory all products. We will 

discuss various techniques on how to purchase large quantities of food 

effectively. Any food service manual is not complete without details about food 

handling and sanitation procedures along with safety and risk management.  

In any sort of business hiring and training your staff is critical to the 

smooth operation. All successful managers must learn to control their food and 

labor cost and we will deal with that throughout the book. In some non-

commercial situations you may be required to cater meetings or other special 

events. We’ll discuss how to prepare a plan and to have a successful event.  

Throughout the book I also share personal case studies from experts in 

the non-commercial field. Some will be people with military backgrounds, prison 

food service staff, along with hospitals and nursing homes and schools. There 

are also growing opportunities in food service within many churches.   

There is a CD with this book which contains numerous checklists, forms 

and additional information that I think that you'll find helpful and informative. The 

CD makes it easy to print copies of these forms for your use. Now let's turn the 

page and help you start to learn about making a career as a manager in the non-

commercial food-service industry.  
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Successful Meetings: How to Plan, Prepare and Execute Top-Notch 
Business Meetings 
 
Introduction 
Intro to Effective Meetings  
Been to Any Good Meetings Lately  
Best of Meetings, Worst of Meetings  
 
Chapter 1 - Meeting Basics 
Why Meet 
What Constitutes a Meeting 
When Are Meeting Effective 
Do You Really Need to Meet 
 
Chapter 2 – Types of Meetings  
Meet in Person   
Additional Ways to Communicate 
Technology and Your Meeting 
 
Chapter 3 - The What, Who and When of Your Meetings 
What – Who – When  
 
Chapter 4 - Initial Planning for Your Meeting 
Begin to Plan 
Prepare for the Meeting 
 
Chapter 5 - Planning the Meeting Agenda 
Develop the Agenda  
Overcome Pitfalls  
Sample Agendas  
 
Chapter 6 - Strategic Meeting Planning 
Use a Meeting Committee 
Maximize Your Group’s Potential  
 
Chapter 7 - Choose and Improve Your Meeting Location 
Where to Have Your Meeting  
Make Meeting Rooms Work  
Layouts for Meeting Rooms  
Last Minute Site Preparation  
Overcome Pitfalls in Setup  
 
Chapter 8 - Start Meetings  
Getting a Good Start  
Icebreakers & Openers  
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Chapter 9 - Conducting Effective Meetings 
Who Will Conduct the Meeting -  
Effectively Manage the Meeting -  
Facilitate Meetings - 
Show Leadership -  
 
Chapter 10 - Elements of an Effective Meeting 
Set Meeting Ground Rules  
Productivity  
Motivating Group  
Presentations  
Team Building  
 
Chapter 11 - Other Attendees at Meetings  
Know Your Group -  
Attendees with Responsibilities -  
Feature Attendees -  
 
Chapter 12 - Communication  
Promoting Positive Communication  
Encourage Participation 
Interaction - 
Discussions 
 
Chapter 13 - Tools for Effective Meetings 
Use Games in Your Meeting 
Selecting the Tools for Your Meeting 
Prepare Data For Your Meeting 
Display Data in an Effective Manner 
 
Chapter 14 - Potential Problems in Your Meetings 
Identify Problems in Your Meetings 
Problem Situations 
Conflicts & Disruptions 
Get the Meeting Back on Track 
Find Solutions to Meeting Problems  
 
Chapter 15 - How to End a Meeting 
Achieve a Consensus 
Ending the Meeting 
 
Chapter 16 - Evaluate and Assess Meetings 
Why Should You Collect Feedback 
Checklists to Collect Feedback 
Find Out How You Did 
Use the Feedback You Receive  
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Introduction 

 

When you think of business meetings, what comes to mind? Do you envision a group of 

people sitting in a crowded room wasting their time? Many people think the same way.  

However, meetings should be productive times for the business or group.   

 

This book is designed and written to help you improve the quality of your meetings.  The 

information contained here in will improve meetings for both leaders and participants.  

We begin with meeting basics that explain what a meeting is, what a meeting should be, 

and how to evaluate whether you actually need a meeting.  There are many different 

types of meetings and we will discuss those in the second chapter.  Several keys to 

effective meetings are deciding what to discuss, knowing the purpose and goals for your 

meeting, who will attend and where the meeting should be held.   

 

Extensive planning is necessary to have an effective meeting.  We discuss your initial 

planning and preparation. An effective agenda needs to be developed, so we discuss 

agenda planning in detail.  Several checklists and a series of questions are included for 

your use. Many meetings get started badly and never improve. So, we discuss the proper 

way to start meetings. Once the meeting is started, it needs to be conducted in an 

effective manner. Many tips and suggestions to conduct your meeting will be offered. 

 

The attendees at your meeting must be considered.  The better you know the people in 

attendance, the better you can mold the agenda to be effective for these individuals.  

Some people at the meeting have various responsibilities and we discuss what they need 

to do before, during and after the meeting. This includes people in attendance, people 

who make presentations and speakers who are part of your meeting.   

 

All facets of business require effective communication and your meeting is no different.  

We'll discuss how to promote positive communication, along with how to get feedback 

and what to do with it once it's given.  Successful meetings generate participation from 

the people in attendance.  We share a variety of techniques to encourage participation.   
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Will you have handouts, posters or other tools in your meeting? Chapter 12 discusses 

which tools to use and how to make them more effective. This may include preparing 

information in them and learning how to display the information in the proper manner.   

 

Every person who has ever conducted a meeting knows there are potential problems. 

We’ll discuss techniques to handle these problems. Some of these can include: conflicts, 

disruptions and keeping the meeting on track. After problems are identified they need to 

be dealt with or eliminated. We’ll discuss various creative ways to solve problems within 

your meetings.  

 

Successful meetings need a definite conclusion, resolution or ending. In some cases you 

need to reach a consensus.  Other times, you just need to find the proper way to wrap it 

up and give the people in attendance a feeling of completion.  Once your meeting is 

completed, it is invaluable to evaluate and assess your performance and the overall 

success of the meeting. Many meeting conductors like to gather feedback and there are 

many ways to do this.  We discuss feedback checklists and how to use them to your best 

advantage. Checklists, questionnaires, room layouts and much more will be included 

along with the text of this book for your use.  I included a section with meeting terms and 

definitions in the Appendix to clarify some details about these terms.  

 

This book is written for the meeting conductor. But, keep in mind that participants can 

learn a lot from this book and they will gain a better understanding of the effort and skills 

that are required to run a successful meeting. The content of this book will enable other 

people to step up and offer to prepare and conduct meetings. Does your boss appreciate 

people who show initiative? This could be a good way to help yourself stand out from the 

crowd and to become valuable to your employer. Now, let's turn the page and start 

learning how to have effective and successful meetings.  
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