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Problems Possible strategies
Structure Structure
100 long limit length of call( 1 hour for example)

no written agenda

no clear goals

bad time of day
agendas too ambitious

limit the number of goals-if agenda is too long then schedule 2 calls
make goals clear and realistic

do not schedule when people are tired or distracted

fax the agenda possible norms ahead of time

Content

long and boring reports
used to impart decisions already made
not an effective tool for strategy development

Content

share the minimum of info verbally and write down and mail the rest
use the internet to help supplemeng and provide info to access

Process

putting conference call on hold

difficult to interact

long soliloquies by some people-filibusters

too many people on at once

hard to know who is talking

speakerphones used at one end

holding conversations with other people not on the call
heavy "breathers"

no non-verbal cues

Process

possible timekeeper

limit(if possible)the number of people on the call(8-12 for example)

set "norms" for calls:

] callers taking the call seriously (not doing other things while on the call)
@ minimum background noise

@ limit individual speeches and create opportunities to encourage participation
] limit crosstalk and interrupting each other

L moderate volume(loudness) of talking

someone to act a chair to move meeting along

make sure the right people are on the call

identify yourself when you speak

Misc

poor quality connection(like cordless phones)
overused

Misc

don't use to replace meetings that really need to be face to face
teleconference options




