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How to Apply These Techniques 
to an In-Person or Virtual Meeting 

 
 

n 123 Ways to Add Pizazz to a Panel Discussion, I share myriad ideas to punch up and energize a traditional 
panel discussion. While the purpose of a panel is to create scintillating conversation resulting in insights 

and tangible takeaways, it’s not a far stretch to say the same thing about meetings – whenever two or more 
people come together to achieve a specific outcome.  After all, the leader serves as a moderator of an engaging 
discussion while keeping the participants’ attention.  The leader needs to ask smart questions and encourage 
creative thinking while striving to make a lasting, meaningful impact on the people and the organization. 
 
Meetings are not unlike a panel.  And just like a panel, you don’t want to waste their time.  You want them to 
listen and lean in to the . asking  encouraging a reaction among the meeting participants. 
 
This is even more difficult in the online world where people are constantly shifting their attention – listening 
to you, looking at their smartphones, working on their computer, or attending to the never-ending stream of 
email.  Oh, and let’s not forget about laundry, doing the dishes, and other personal tasks that can distract. 
 
Never before has it been more important for your interactions to be memorable and meaningful.  And this 
book and bonus white paper will show you how to structure a meeting so you can break though the noise and 
be heard. 
 
The traditional panel format structure has five possible elements whereas a traditional meeting has similar 
elements: 
 

The Panel The Meeting 
1. Welcome & Introductions Welcome & Introductions 

 Content: 

2. Panelist Presentations • Presentation of information 

3. Moderator-Curated Questions • Generation/organization of 
ideas 

4. Audience Q&A • Decisions/Agreements on 
Actions 

5. Summary & Thank Yous Summary & Next Steps 
 
When you compare and contrast these two types of events, the similarities are astounding!  Yes, indeed, you 
can use the ideas in this book to add more pizazz to your meetings – whether they are in-person, virtual, or a 
hybrid.  Just replace a few words; so when you see: 

• “Moderator”, replace it with “Leader”. 

• “Panelist” or “Audience”, replace them with “Participants”. 
	  

I 
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OPEN WITH PIZAZZ! 
 

The first few minutes of your meeting are absolutely critical. Although people shouldn’t judge a book 
by its cover, they do. You have just a few minutes to assure them that they’re in good hands; that you 
care about them, and they can trust you to deliver. 
 
After all, you have prepared for this meeting and you know your people. So take one or two minutes 
to warmly welcome them and solidify your connection. Tee up the meeting objective(s) and agenda. 
Tell them what they can expect as a result of investing time with you.  
 
For goodness sakes, do NOT give a speech. Do NOT start with a story about yourself or regale THEM 
with all your knowledge about the topic. They need to know that you care about them and you want 
to work with them to improve their work and life.  
 
Depending on your comfort level, select a technique from Chapter 6 (or a “mash-up” of techniques) 
and adjust it to work with your meeting topic.  

 
The Five Opening Elements • Start Fast, Give Hope • Ask a Provocative Question • Poll the Audience • 

Switch! An Improv Opening • Tell an Interesting Story • Make an Observation • Share Fun Facts or 
Statistics • Fact or Fiction • Play the Newlywed Game • Dress the Part • Show and Tell • 

Point/Counterpoint • Quickly Introduce Panelists 
 
 
INSPIRE A LIVELY & INFORMATIVE CONVERSATION 
 

Once you have teed up the topic, problem, or issue, invite discussion around the topic. Typically, this 
starts with a well-crafted question honed from your research.  The answers to your question will create 
a list of brainstormed ideas.   
 
Before you begin, you may want to remind your team or highlight some of these simple ground rules: 

 
• All ideas are valid. Any idea is acceptable, even if it seems silly, strange, or similar to a previous idea.   
• Aim for quantity, not necessarily quality. We’ll evaluate the ideas after we consider the possibilities. 
• Say “pass” if you don’t have an idea on your turn. 
• The process continues until everyone passes (or a predetermined time limit runs out). 
• A person will be assigned to quickly capture ideas on an easel chart or easel chart so all can see. 
• You are encouraged to add other ideas, otherwise known as “hitchhiking.” 
• Remember: no praise, no comments, and no criticism. It’s brainstorming! 

 
Use the techniques outlined in Chapter Seven to keep the conversation flowing. 
 

How to Inspire Conversation • Ask Follow-Up Questions • Question Behind the Question • Share an 
Example or Illustration • Spill Secrets • Avoid the Hot Potato and Ping Pong • Keep the Conversation 

Moving • Balance Airtime • Practice • Reinforce the Drumbeat • Manage Time Effectively  
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KEEP THE AUDIENCE INTERESTED 
 

The best way to keep the conversation moving and to keep your team engaged is to shift gears every 
six to ten minutes.  
 
Why every six to ten minutes?  
 
Because that’s the attention span of the average adult. We are so used to television commercials popping 
up every ten minutes, it is no wonder our minds start to drift. 
 
When you’ve covered the first topic enough, don’t be afraid to break the monotony. Shake it up. 
Change the tempo of the traditional, ho-hum boring meeting.  
 
Although this entire book is full of ideas to shift gears and add more pizazz to your panel/meeting, Part 
Three (Chapters Ten, Eleven, and Twelve) is devoted to specific ideas to help you keep your team 
interested, engaged and involved in the meeting. 

 
Improv Technique • Progressive Answers • Panelist Asks the Question • Rapid-Fire Panelist Polling • 

Agree/Disagree Game • Pop Quiz • Show a Short Video Clip • Lightning Round • Inject Spontaneity • 
Surprise Appearance • Use a Prop • Morph the Topic • Rip Up Your Cards • Periodically Poll the 

Audience • Ask for an Audience Response • Would You Rather? • Have a Sense of Humor • Nudge Your 
Neighbor • Play Bingo • Use Social Media • How to Facilitate Audience Q&A • Don’t Have Audience 
Q&A • Live • Frisbee • Screened • Use Question Cards • Capture the Question • Card Swap • Seed 

Questions to Start • Crowdsourced • Use Event Technology • Move Questions Along • A, B, or C • Hot 
Seat • Bribe the First Questioner • Handle Lame Audience Questions • Mash Up Q&A 

 
 
INTERVENE FIRMLY BUT TACTFULLY 
 

As the meeting moderator, you are the first line of defense to keep the team on track.  Just like in a 
panel, if someone dominates the conversation, veers off topic, or interrupts others (among other 
things), you have a choice: 
 
• You must intervene when a team member is doing something that concretely and tangibly affects 

the team.  A change in behavior is required for the team to progress. 
• You can intervene when you feel that your contribution would be helpful to the team.  However, 

you must have a strong enough relationship with the other person/team to have a reasonable chance 
of being heard. 

 
However, a panel is often a one-time event whereas your meetings are usually one in a series of events.  
While all of the techniques identified in Chapter 8 apply, you also want to keep in mind these general 
ground rules for meeting interventions: 
 
• Prevent the problem using prevention strategies. 
• Maintain the self-esteem of the other person. 
• Involve the team in the solution, reflecting your observations. 
• Reach agreement on the process to be used going forward. 
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• Confirm agreement to avoid further disruption. 
• Resolve the problem to the extent necessary to resume. 
• Allow the team to gracefully let go of the undesirable behavior. 
• In the face of resistance, shift to active listening. 

 
When You Must Intervene • Use Escalating Interventions • Prepare Cut-off Phrases • Handle the Verbose 

Expert • Resist Offering Your Opinion 
 
 
FINISH WITH PANACHE 
 

A few years ago, I was asked to observe a CEO’s meeting with his direct reports. They had a robust 
discussion about their website strategy. It appeared to me that they agreed to a handful of great 
ideas. After the meeting was over, I asked the CEO, “So, who is going to take action on these great 
ideas?” The CEO stared at me, believing that one of his VPs would pick up the ball. When I 
queried the VPs who were at the meeting, they each assumed someone else was going to take the 
lead. 

 
As a result, nothing got done—until the next meeting. 

 
Unlike a panel discussion where each individual is accountable for their own takeaways, you must 
provide some sense of closure to the meeting because the group itself owns the result. If there is no 
action, the meeting is a waste of everyone’s time.  Chapter Nine is full of ideas to provide a sense of 
closure to the team’s work. 

 
Summarize Key Messages • End with a Call to Action • Give a Reward • Create Accountability • Rapid-fire 
Lightning Round • The 30-Second Rant • Close with a Group Activity • Wrap Up the Conversation • Take 

It into the Hallway • Continue the Conversation 
 
 
MODERATE A VIRTUAL MEETING 
 

Unfortunately, if you don’t know the basics of moderating a meeting in a F2F environment, then you 
won’t do well moderating in a virtual environment. All the little things that your team won’t see (or 
will forgive) get magnified online. 

 
In Chapter Thirteen and Fourteen, we discuss specific considerations for virtual meetings including: 
 

The Virtual Panel • The Hybrid Panel • The Remote Panelist • Help Your Remote Panelists be Brilliant • 
Moderator Considerations • Directions to the Panelists • Audience Q&A • Polling • Chatbox and Question 

Box • Breakout Rooms • Platform Directions • Logistics 
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THIS IS A BONUS CHAPTER FROM 
123 WAYS TO ADD PIZAZZ TO A PANEL DISCUSSION 

 
 
Looking to learn even more about how to maximize your meeting results, productivity, and 
relationships?  As a high-stakes meeting facilitator and a leading authority on moderating panels, 
there are several similarities and differences between meeting and panels. 
 
While I hope this book has inspired your creativity, it’s not completely definitive – and I have much more 
information about meetings specifically.  I highly suggest you opt-in to receive my white paper on How to 
Have a Collaborative Conversation at www.ExtraordinaryTeam.com 
 
Please join me in my crusade to make all meetings and panel discussions powerful and extraordinary. And if 
you want to share a tip, technique, or reaction to something you learned while reading this book and/or bonus, 
I would be honored to hear from you at kristin@PowerfulPanels.com. 
 
 


