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How to Properly End a Meeting, Regardless of Your Role

"My meetings always seem to drag on at the end."
I often hear that from leaders whose one-hour meetings always take the full hour (or more).

Despite the agenda being fully covered in 45 minutes, the team believes that somehow the remaining
fifteen minutes marked on their calendars must be filled. There is seemingly an unwritten
requirement somewhere that states that meetings scheduled for a certain time period must never last
less time than was scheduled by the organizer. Pffft.

One of the members of this community, Jim Ryan, is struggling with the same issue. He wrote in a
comment recently on the post Parkinson’s Law and Why You Need To Set Time Linits:

I see it in meetings when the agenda is done and someone always finds something to talk to fill the
rest of the hour.

Have you ever experienced that? The agenda is covered, action items are assigned, everyone knows
where the boat is rowing, and...someone keeps talking.

I'm not talking about "after meeting banter." That is healthy. If you finish a meeting early, it's OK to
take a minute or two to catch up on personal lives, talk about another project, or have an
impromptu company Christmas party planning session. That is all a part of building a healthy culture
and using time effectively.
But continuing the official meeting and making others feel like they must stay is unacceptable.
So what do you do?
It depends on who you are and what your role is in the meeting.
There are typically three types of people in the meeting:

e Meeting leader

e Participant. These would be those people on a lower rung of the totem pole than the leader

or other team members present.
e Senior staff on the same or higher level as the meeting leader
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How to end a meeting effectively for all three meeting roles
Meeting Leader

When the agenda is finished, get up. You don't necessarily have to walk out, but do pack up your
notes and stand up.

First, say thank you to those present.
Second, if you have not already, repeat action items and the goal.

The next part is up to you. You can walk out or you can walk directly to someone else and begin a
conversation with him or her. But the message is obvious:

The meeting is over.

Yes, this is a very aggressive way to do this and something that at least 60% of you will not be
comfortable doing. My only advice is to get over it. That's why you have the option to start a
conversation with someone or a small group. Go tell them how you appreciated their input, ask how
their kids are, how a project is coming along, etc. You don't have to simply walk out.

Participant

This depends completely on your company culture. If the leader is letting the meeting drag on and
company culture dictates you let it go, do that. Grin and bear it. Doodle on your notepad or think
about your project.

One alternative I've found that is worth trying is to pack up your stuff and stand up, but with
deference to the leader. I've found that often the leader will follow your cue (kind of shows you who
the leader is, huh?). If he or she isn't standing with you within five seconds, sit back down.

The other way that has worked for me is to ask a leading question such as this:

"I know we're done and all need to get going, but I want to clarify one last thing. [Insert question
here]. Should I get with you one-on-one now or do you think that's relevant for the whole group?"

If the leader is eager to address your question, he will either dismiss the others and answer it quickly
or answer it for all, ask if there are any other questions, and get the cue to wrap it up. (Related
post: Do This in Your Next Meeting. It Works. A must-read for all meeting leaders.)

Senior Staff / Peer of Meeting Leader
If you are on the same level as the leader and were invited to the meeting, stay put.
The last thing a peer should do is stand up another leader.

There is no exception to this rule unless the meeting actually runs over the allotted time and you
have another commitment.
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Then, after the meeting, share this post with the meeting leader so that he or she knows what to do
next time.

How have you seen meetings ended effectively?

Read: More great meeting tips
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