
WE MEET:
THE VALUE OF COMING TOGETHER 
FOR MEANINGFUL MEETINGS 



SOMETIMES, THINGS ARE BETTER TOGETHER

Even when you’re on your own, sitting just beyond a closed door, listening to the dial tone before 
a teleconference, or waiting for the ding of a video chat, you’re not necessarily lonely… but you 
are alone. We’ve managed to cross continental borders and skip over time zones with technology 
that improves at a remarkable speed, but still, we haven’t stopped coming together…

…And we can’t forget why we need to do so in the first place. There’s irreplaceable, incomparable 
human elements that drive collaboration, though some of them become lost in translation and left 
in the dust when we rely too heavily on technology.

We’re only human. We see. We smell. We hear. We taste. We touch… And that’s why we meet.

Don’t lose yourself in a screen. Find yourself in one another.



SEEING IS BELIEVING…

It’s in the way you move. The smirks turn to smiles, the furrowed brow of deep thoughts, the flurry 
of hand movements that follow passionate ideas-- they’re easily lost in translation, even described 
in a great novel, and especially while you work.

It’s all about nuance. As people, we’re dynamic, diverse, and just plain different from one another; 
our individuality is instrumental in cultivating the best ideas. A word on the page is a powerful 
thing, but our humanity is the space between the lines, and that’s better shown than told:

IT’S YOUR BODY 
LANGUAGE 
and the subtleties that show 
everything from invigoration and 
excitement to disappointment 
and disquiet. 

IT’S IN YOUR VOICE
and the slight upturn at the end of 
an earnest question, a quickened 
pace as a plan comes together, 
and the sighs of relief when a plan 
comes together.

IT’S IN YOUR EXPRESSION 
as your eyes widen at the sight of 
breaking news, a smile breaks out 
following a compliment, and your 
mouth hangs open in awe. 

It’s the mis en scene. We reflect the energy of our surroundings, bouncing that emotion from 
one to another and absorbing the feeling created by a warming cup of coffee, a whiteboard 
covered in bright lofty goals, or an idly flickering fireplace.



…BUT IT’S MORE THAN MEETS THE EYE

Today, technology has nearly eclipsed even the wildest science fiction dreams from days gone 
by. We built these tools and we need these tools, but we also need to remember that we didn’t 
always have them. 

Before Skyping into a meeting, it was a teleconference. Before dialing in by landline it was an 
email chain. Before you’ve got mail, it was a postage stamp... There have always been means of 
passive communication, but the farther back you go the more analog these methods become.

While a live feed can humanize a remote meeting, “disconnect” means more than a lost 
connection. The physical space between you and your teammate strips the encounter of the 
finest subtleties, forcing focus on a screen instead of letting ideas hang in the shared air. 

A picture can speak a thousand words. A video? Even more. But it’s not enough. 
 

No set-up frustration at 
the start or after breaks

Lag-free and lossless 
communication

Share supplies 
amongst yourselves



SUPPLEMENT, DON’T SMOTHER 

Every piece of technology has an analog predecessor, but that doesn’t mean you need to go 
prehistoric when holding a face-to-face meeting.

FOR PRESENTATIONS AND PONDERINGS
Use a meeting space with screens mounted in a tasteful and practical location. For a  
semi-permanent solution, mount monitors to the wall or install a mounting arm to the edge of a 
collaborative table. Carts provide a mobile solution or, in a pinch, prop up a larger laptop to share 
data and visual elements amongst yourselves.

FOR THE FEW OUTLIERS
Try to bring as many attendees together in a shared space, but don’t forget about those who 
might not be able to make it. Video conference in other team members and test your collaboration 
software ahead of time to prevent technical difficulties.

FOR ADDED EASE-OF-USE
When building out a collaboration space, splurge on the tools that make tech-enhanced meetings 
as smooth as possible. Pay a little extra for a quick and capable internet connection. Seek out 
easy-to-use screen sharing software and video conferencing platforms; continually evaluate these 
amenities to be sure you’re on the forefront of technology.



LOCATION, LOCATION, LOCATION

MISE EN SCENE
/,mēz ,än ‘sen/
Atmosphere is everything and everything affects atmosphere. The difference between an  
unpainted cinderblock wall and exposed brick sounds trivial, doesn’t it? They’re both building 
blocks, but utilitarian breezeblocks don’t quite provide the luxe, industrial loft-look of vintage 
masonry.

Design radiates from the outside in. Wall and window treatments set the scene, starting the visual 
story that continues with lighting, layout, furniture, and décor. The artistry of interior design has no 
bounds, creating spaces that go from trendy to timeless in any number of ways. All of them are 
yours to choose from.

Your area will inspire you and yours. As you decide to come together to find great ideas, think 
about how your surroundings align with your purpose. Do you crave the high-energy appeal of a 
bright and airy conference space, drenched in natural sunlight, supported by pops of motivating 
color? Will a warm and brooding coffee shop scene set the right mood for an informal meetup? 

MIS EN PLACE
/,mēz ,än ‘plas/
It’s easy to become totally and completely immersed in a meeting and, by that virtue, it’s easy 
to be instantly pulled out of that focused, driven state. Don’t let yourself break stride. Don’t lose 
touch. 

Set up for success the moment you walk up to the table or take a seat. Unpack your backpack 
or satchel and plug in your laptop, just in case. Lay out your notebook, pull out your pens. Pass 
out printouts, set out some snacks. Be prepared for whatever comes next and, as best you can, 
envision the coming hours. 

Anticipate your needs and have them at the ready when it’s time. With everything in its place and 
at the ready, there’s nary a beat to skip or a break to take when you just can’t afford it



PREPARATION MAKES PERFECT
Productivity isn’t the only word that starts with P, so…

Arrow-right    PLAN  
 ahead for what’s next

Arrow-right   PREPARE  
 for your meeting

Arrow-right   PROCEED  
 with gusto

Arrow-right   PURSUE 
 ideas old & new



PLAN 
ahead for what’s next

The simplest steps can be the most important. From the gritty details to the lofty 
goals, the groundwork for a great meeting starts at its inception. Think about what 
you want to achieve, what’s reasonable, and what’s necessary to make the next 
steps possible.

WHO
should be there? Who shouldn’t? Be considerate of others’ time and invite only 
relevant parties that will contribute to or benefit from a meeting.

WHAT
will you be discussing? Create a concise agenda that outlines--step by step--what 
must be covered and how long it should take. 

WHERE
will you meet? Have you reserved a meeting room in a business center or  
selected a coffee shop that can accommodate everyone? 

WHEN
will you start? When will you finish? Looking at your agenda, what is manageable 
and what might be too much to handle? If you’re not sure if you’ll have enough 
time, add extra time so you don’t go over.

WHY
are you meeting? Could this have been an email or a group chat? Do the benefits 
of face-to-face communication outweigh the time and energy it takes to come 
together?



PREPARE
for your meeting

If you think of planning as logistics, think about preparing as your personal  
responsibilities before a meeting. If you’re taking charge, consider what you need 
to bring to the table to make things as successful as possible. 

FOR THE LEADERS…

Arrow-right  Is everybody on the same page? Are expectations clear?

Arrow-right  Did you set an agenda? Was it sent out?

Arrow-right  Have you reserved the right amount of space? The right amount of time?

Arrow-right  Do you need any audio/visual elements, supplies, or printouts? 

FOR THE ATTENDEES…

Arrow-right  Did you bring along the right materials? Printouts? Supplies? Personal tech?

Arrow-right  Have you taken the time to go over the agenda? 

Arrow-right  Do you have travel time and directions figured out?
 



PROCEED
with gusto

Maybe it’s time to focus, maybe it’s time to have a little bit of fun. The joy of 
coming together as a group has a lot to do with the energy in the room and the 
excitement of your team. 

THE HEART OF IT ALL
Timing is crucial. For attendees and leaders alike, it’s imperative to stick to a hard 
start in order to respect one another’s time. There’s a lot of value in time-based 
agenda items, not only to make sure that everything is covered to its necessary 
extent, but also to keep attendees’ morale up. Seeing forward progress is a  
powerful thing, ensuring that every topic has its time as well.  

TAKE TIME
All work and no play doesn’t just make Jack a dull boy-- it makes for an  
exhausted, unproductive group. A few moments spent snacking or a quick lunch 
should be built into meetings that cross mealtime, so come prepared with some 
light and energizing fare or plan on meeting at a place that can accommodate. 
Whether it’s a carafe of coffee and a few scones or an all-out taco bar, keep  
grumbling stomachs at bay to keep momentum going. As always, build these 
breaks into your meeting agenda and keep specific times in mind for quick  
bathroom/cellphone breaks as well.

 



PURSUE
ideas old & new

So, what comes next? Think about the ideas and items that came out of this  
meeting; something needs to come next, whether that’s creating a deliverable,  
pontificating on a concept, or creating forward motion for the rest of a project. 

ASK YOURSELF, ASK YOUR TEAM

Arrow-right  Does anybody need to see meeting notes or minutes?

Arrow-right  What needs to be sent to whoever that wasn’t in attendance?

Arrow-right  Are there any lingering questions, follow-ups, or clarifications necessary?

Arrow-right  Is there any feedback--positive or negative--that can improve future meetings?

Arrow-right  Do you need to schedule another session and start again at step 1?

Arrow-right  How can you build upon this meeting and make the next one even better?



WHAT COMES NEXT?

There’s always something, and it might not be another in-real-life meeting. Whether it’s a video 
conference, webinar, quick phone call, or even an email chain-- the tenets of great  
communication ring true across mediums.

The same values that apply to a face-to-face meeting translate to any interaction. Ingenuity, 
respect, communication, and creativity drives the modern workplace as it changes and evolves 
into a workforce that might not be located a single office building. Near, far, or wherever you are, 
you’re still a team.

Still, even with so many tools at our disposal, opportunities to come together and build big ideas 
in the same room are still as important as ever. Whenever these moments arise, create the time to 
take your ideas to the same table. Share a cup of coffee, layout your goals, and have a  
meaningful meeting with the people you love to work with.


