
This is a tool created by my mountain climbing buddy Rolf Smith of the Office of Strategic Innovation.  Time is something that works against as you hang on the side of a cliff.  Use this tool when your meeting needs to refocus, build steam, get back on track, gain a collective thought on where the team is.  It is the meeting within the meeting, the thoughts actually whirling through the participants.  It creates a thinking bias toward action.

FIVE QUESTIONS to refocus action

At the end of any meeting, ask everyone to take FIVE MINUTES to write down their answers to the following questions:

· What are the most INTERESTING ideas you got today?

· What are the most crucial uncontrolled ISSUES facing us?

· What are the most pressing CHALLENGES facing you personally?

· What OPPORTUNITIES those ideas and issues present?

· What ACTIONS can we take now?

1. Collect the answers

2. Connect the ideas

3. Type word-for-word (no names)

4. Send out a copy to everyone

To get dampen inhibitions of uncovering their true thoughts, have post-its available, have them write the KEY word at the top and write their thoughts on each question.  The compressed time frame (5 minutes) forces the cream of their thoughts out.  This becomes starter fluid for at least for thought of what to do or not to do to make the next meeting more effective.

Spontaneous thought:  

Why does the word question not have a ‘w’ and the word answer does?

Five Minute Meeting








