
 

 

MEMORANDUM 
 
TO:   Name 
FROM:   Peter F. DiGiammarino 
DATE:  January 28, 2014 
 
SUBJECT:  Preparation for First IntelliVen Executive Session 
 
Steve Messner and I look forward to working with you in our upcoming executive session.   
 
To prepare, please do the following:  

 Sign and return a PDF copy of the authorization-to-proceed letter. 
 
 Propose dates, times and places to meet for 90-minutes every three months over the 

coming year.  Some meetings may include participation via phone, Google Hangout, 
Facetime, or Skype. 

 
 A signed Non-Disclosure Agreement for us to counter- sign (sample attached). 

 
 Your initial meeting fee is $500 per 90-minute meeting based on your organization’s scale 

and stage of evolution.  IntelliVen meeting fees will increase as your organization succeeds 
and grows. Deposit your organization’s meeting fee to IntelliVen via PayPal (at 
peterd@intelliven.com) or bring a check made out to IntelliVen and hand it to Steve at the 
start of our session.  

 

 Subscribe to intelliven.com and/or follow on Twitter: @intelliven.  Skim past 
posts and read carefully those that interest you most. 

 

 Read the background on Executive Sessions and Get Clear in Manage to Lead ahead 
of our first session.   

 

 Click on this link to fill-in and submit a W-W-W form for your organization.  We 
will use what you submit to drive a short discussion of the current state of 
your organization to start our first session. 

 

To drive discussion for the majority of our time together, collect your thoughts on the most 
important 1, 2, or 3 things you are working on and prepare to cover with us for each: 

http://www.linkedin.com/profile/view?id=2686333&locale=en_US&trk=tyah
mailto:peterd@intelliven.com
http://ntelliven.com/
http://www.intelliven.com/services/executive-sessions/
http://www.intelliven.com/how-to-get-core-leaders-clear-about-whose-problem-in-organization-they-need-to-solve/
http://www.intelliven.com/how-to-get-core-leaders-clear-about-whose-problem-in-organization-they-need-to-solve/
http://intelliven.com/templates/1596-2/
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 What specifically you are trying to do. 
 What has been done so far to accomplish it. 
 What has happened. 
 What has been learned so far. 
 What you plan to do next. 

 

Send to us what you prepare a day or two ahead of our session.  Our objective will be to discuss 
the most important items, ask questions to push up your thinking, and offer our best advice.  In 
case we have time to do so, it is a good idea to prepare as above for two or three items.   

  

During the meeting we recommend that one of you fill out, distribute, and retain for future 
reference a Meeting Record to memorialize key action items, decisions, and insights from the 
session per the approach suggested in this post on how to memorialize what happens in a 
meeting to increase its efficiency and value. 

  

Please let me know if you have any questions or trouble following these steps.  Remember the 
value of our meetings will be determined primarily by how much time and effort you put into 
preparing for them.  Our clients find that the more they think about and prepare to meet with 
us, the more value is derived. 
 
We very much look forward to working with you. 
 
Best, 
 

 
 
PeterD  
 

CC.: Steve Messner 

  

http://www.intelliven.com/wp-content/uploads/2012/11/Meeting-Template.gif
http://www.intelliven.com/note-on-meeting-records/
http://www.intelliven.com/note-on-meeting-records/
http://www.intelliven.com/note-on-meeting-records/
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