Lecture 10
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   Hello and welcome to your tenth lecture.  In this lecture you will learn the following things:


Let us start with what a meeting means.

You have surely had numerous meetings for various purposes.  Meetings are a very efficient tool in the communication process.  It is vital in the business world.


With today’s modern technology it is not necessary to actually be present in one place for face-to-face communication. You can be in any part of the world but can still be in a meeting with others at the same time with the use of internet and telecommunications facilities.  So with modern technology available, the only thing required is your active participation in the meeting.

Now you will see the different purposes of meeting.
You can see in the following diagram that meetings serve various purposes.

Let us now turn to the different types of meetings as shown in the following diagram.


Formal Meetings are such meetings, which must be conducted according to some specific rules.  For example if the meeting is a formal meeting of a company, then it must be conducted according to the company’s Articles of Association, or Constitution, or Standing Orders.  In such meetings at least a minimum number of people must be present.  This minimum number is called the ‘quorum.’  Records must be kept of formal meetings.

Now let us see some types of formal meetings:

The Annual General Meeting

The Annual General Meeting or AGM is such a meeting that is held once in a year in a company.  it is held to assess the trading of the organization throughout the year.  The organization must give a 21 day’s notice to the shareholders before the meeting is held.


You can see a sample of such a notice of an AGM on page 


of your book.

Statutory Meeting

Statutory meetings are held to that the directors and shareholders can communicate and consider special reports.

Board Meetings

The directors, according to the needs of the organization, attend board meetings.  The chairman of the organization heads the meeting.

Informal meetings are not restricted by any rules and regulations.  They can take any form as brainstorming or discussions of any type.  Maintaining records of informal meetings is not mandatory.

Departmental Meetings

The head of the department or manager of a certain section calls these meetings.  All staff invited has to attend the meeting.

Working Parities

Sometimes certain specific projects are taken or some specific problem needs to be solved by a group of people who work together on the project or problem.  When these working people conduct meetings to check on progress, to disseminate or share information, or to take decisions or actions, then it is called a working party’s meeting.

The success of meetings depends on a variety of essential preparations.  Among such preparations are the notice and agenda.  In most cases the notice and agenda are combined in one document.  The portion at the top is known as the notice.


The agenda consists of the remaining portion of the document.



To better understand the notice and agenda turn to page 


of your book.

Look at the illustration carefully.  You can see that first of all the name of the company and the committee to hold the meeting is given.

Then the notice of the meeting is placed.  You can see the type, place, time, date and day of the meeting here.

In the agenda portion you can see a number of points to be discussed in the meeting.  Among the list of points you identify the first three and the last two, namely,
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Apologies for absence
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Minutes of the last meeting
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Matters arising
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Any other business
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Date of next meeting
All these points come in every meeting agenda.  The first three come in the top and the last two come at the end.  They are called the Ordinary Business of the agenda.

You can see many other points in the agenda to be discussed in the meeting.  These remaining points of discussion in the meeting are altogether called the Special Business of the agenda. 

We will now turn to the chairman’s agenda.

The chairman has an important responsibility to manage the meeting once it is in progress.  He or she must allow everyone equal opportunity to participate in the discussion and control the discussion in an orderly manner.


The chairman’s agenda follows the same basic format as the notice and agenda.  But there is an extra column in the chairman’s agenda.

In the extra column the chairman makes notes of important points discussed during the meeting.  These notes help the chairman when preparing the minutes.

We will see what minutes are after we see an example of the chairman ‘s agenda.

Please turn to page 

of your book to see an illustration of a chairman’s agenda.


You can see that the chairman’s agenda has the all the components just as the Notice and Agenda.

Some extra components are also added.  Under some of the points of discussion in the list of the agenda you can see some Detail. These details will help the chairman in conducting the meeting or introducing the topics to be discussed in the meeting.

On the left hand side of the agenda there is a Notes column.  In the notes column you can see some numbers.  These numbers are related to the points of discussion of the agenda.  When the chairman finds any important point or decision during the meeting then he writes notes of them beside the corresponding topics of the agenda.

Now let us discuss what the minutes of the meeting are,


Minutes of the meeting are important not only for those who attend the meeting but also for those who were unable to attend the meeting.

When you write minutes be sure what type of minute you are writing.  The type of minute differs according to how it is written.  

Verbal minutes

Verbal minutes are recording of everything in a meeting word-for-word.  These are used primarily in court reporting.

Minutes of resolution

When the main conclusion, which was reached at a meeting, is recorded in exact wording then it is called a minuet of resolution.  Minutes of resolution do not include the note of the detailed discussion that took place before the conclusion was reached.  These are usually used for recording of AGMs and other statutory meetings.


Please turn to page 


of your book to see an example of a minute of resolution.

Minutes of narration

Minutes of narration are concise summary of all the discussion that took place, reports received, actions to be taken and decisions made.  For example:


Please turn to page 

 of your book to see an example of a minute of narration.

Now let us see what should be the layout and wording of minutes.

Usually it is up to the preference of the employer of the organization how he/she wants the minutes to be written.  However, as minutes tell about the past, they should be written in the past tense using third person and reported speech.


You may look at an illustration of a minute on page 

 of your book.
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What are meetings and what purposes do they serve?


What are the different types of meetings?


What is the notice and agenda of a meeting and how are they prepared?


What is the chairman’s agenda and how is it written?


What are the minutes of meetings and how are they written?








Meetings enable face-to-face contact of a number of people at the same time.  Meetings provide a useful opportunity for sharing information, making suggestions, and proposals, taking decisions and obtaining instant feedback.























The Purposes


Of


MEETINGS





To coordinate or arrange activities





To report on some activity or experience





To put forward grievances for discussion





To create involvement and interest





To obtain assistance from others





To put forward ideas for discussion





To provide information to a group





Formal Meetings





Annual General Meetings


Statutory Meetings


Board Meetings





      Departmental Meetings





Meetings of Working Parties








Informal Meetings





Types of Meetings
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The notice of a meeting gives details of the type, place, day, date and time of the meeting.








The agenda consists of a list of topics to be discussed at the meeting
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Starting of the agenda





Finishing of the agenda





Ordinary Business





The chairman’s agenda is a separate agenda, which contains extra notes for the chairman to use when introducing each item in the meeting.  The chairman’s agenda helps him/her to conduct the meeting effectively
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Minutes of the meeting are an accurate written record of the meeting.
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