
OFFICE PROCEDURES
Chapter 13: Planning & Organizing Meetings



Types of meetings
• Staff meetings

• Customer/Client meetings

• Board of Directors meetings

• Committee meetings

• Team meetings

• Dinner/Lunch meetings



Types of meetings…
• Face-to-Face meetings

• Video-conferences  
• Skype, WebEx, GoToMeeting



Planning a meeting
• Select the room



Planning a meeting
• Choose the best seating arrangement



Planning a meeting
• Send out the meeting notice



Planning a meeting
• Set the agenda



Planning a meeting
• Prepare any necessary materials & equipment



Planning a meeting
• Arrange meals / beverages



During the meeting
• Follow the agenda

• Robert’s Rules of Order

• Manage time
• Stay on schedule

• Take the minutes (record the meeting)



After the meeting
• Prepare the minutes

• Type the minutes in an easy-to-read format

• Distribute the minutes
• Send out by mail or email



End


