                                                                   MEETINGS
                      “The man who can make meetings work is well on his way to success as an  

                       executive”. 

                                               Anonymous
The word “meeting” is used in two senses; to refer to a small group meeting, committee meeting, meeting of Board of Directors, cabinet meeting etc. The other referring to any coming together of two or more persons. The meeting is perhaps the most commonly used form of discussion in a professional organization. The person who presides the meeting acts as the leader of the group and usually has a higher status or enjoys authority over the other members. Every meeting is result-oriented and therefore the discussion is directed towards a specific end.
Meetings are a prominent feature of the corporate world, managers are usually skeptical about their usefulness. It is normally believed that if you do not want an issue to be resolved, the best course is to form a committee and call a meeting. To most people, holding meetings is a massive wastage of valuable resources in terms of time, energy and money.

Meetings are held for the following purpose:
_____________________________________________
1. Resolving a Conflict- The purpose is to bring about a negotiated agreement between two disputing parties. An effort is made to understand the cause of  the conflict,  broaden the areas of agreement and settle the difference amicably.
2. Transmitting the Information- It is important to pass on some vital information to selected members with proper explanation and emphasis on issues that need clarification, elucidation, etc.

3. Solving a Problem- The group is faced with a problem and a brain storming session is required to explore all possible alternatives to arrive at the best solution. Only members capable of contributing to the deliberations are invited.

4.  Making Decisions- Decisions are taken by the members empowered to be a part of the decision-making process. At the end of the meeting, all participants are clear about the decisions made and are committed to compliance.

5.  To save time on Communication

6. Crisis Management

7.   Performance reporting/assessment 
8.    Setting targets and objectives  
Types of Meetings: 
__________________________
Meetings may be divided into many categories:

1. Status Meetings, generally Leader-led, which are about reporting by one-way communication; 

2. Work Meetings, which produce a product or intangible result such as a decision 

3. Staff meeting - typically a meeting between a manager and those that report to the manager (possibly indirectly). 

4. Team meeting - a meeting among colleagues working on various aspects of a team project. 

5. Ad-hoc meeting - a meeting called together for a special purpose 

6. Management meeting - a meeting among managers 

7. Board meeting - a meeting of the Board of directors of an organization 

8. One-on-one meeting - a meeting between two individuals 

9. Pre-Bid Meeting - is a meeting of various competitors and or contractors to visually inspect a jobsite for a future project. 
Forms of Meeting:
________________________________
1. Decision making 

2. Information giving

3. Spontaneous or Emergency

4. Routine

5. Internal

6. Customer/Client/Supplier

Meetings are vital for management and communication. Properly run meetings save time, increase motivation, productivity, and solve problems. Meetings create new ideas and initiatives. Plan, run and follow up meetings properly, and they will repay the cost many times over because there is still no substitute for physical face-to-face meetings. Hold meetings to manage teams and situations, and achieve your objectives quicker, easier, at less cost. Hold effective meetings to make people happier and more productive.

 A meeting provides a special opportunity to achieve organisational outcomes, and also to help the attendees in a variety of ways, so approach all meetings keeping in mind these two different mutually supporting aims. The aim and test of a well run meeting is that whatever the subject, people feel afterwards that it took care of their needs, as well as the items on the agenda.
Structure of the Meeting: In any meeting the chairperson and member are required to incorporate concrete measures in order to take decision which is beneficial for the organization and in turn help the members to achieve the targets in the minimal time. The various steps are listed out that should be followed in any meeting-

· Study/Discuss/Analyse the situation

· Define the problem

· Set an objective

· State imperatives and desirables

· Generate alternatives

· Establish evaluation criteria

· Evaluate alternatives

· Choose among alternatives

· Concluding the solutions

Techniques for Conducting Meetings:
_______________________________________________
The way people conduct a meeting is related to the formality of the occasion. Meetings of group such as formal committees, boards of directors, and professional organizations usually follow generally accepted rules of conduct. We should keep in mind that a meeting has goals and objectives and that techniques should never hinder reaching the objectives. The following techniques are adopted in order to make the meeting a success –

1. PLAN THE MEETING-
· Define the objectives and desired outcomes

· Determine the topics to be covered and best format should be chosen for each topic.

· Estimate the length of the meeting

· Identify the place of the meeting

· List out the participants and their respective roles in the meeting.

· Prepare a structured discussion to frame the purpose, topics, and direction of the meeting.

· Deliver the agenda in advance so that participants have time to plan and prepare

· Make every meeting a learning event.

· Use a variety of tools and activities to make the meeting productive.
2. FOLLOW THE PLAN

· Know the purpose of the meeting

· Gather all data that you need to bring to the meeting

· Know your role and the path that you are going to follow

· Take the meeting seriously.
3. MOVE THE DISCUSSION ALONG

· Communicate the purpose and desired outcomes to all participants.

· Clarify the types of participation and interaction desired

· Express your opinions and ideas.

· Avoid issues that may be confidential or stimulate conflicts
· Respect the opinions and view of others

· Clarify and paraphrase key ideas
· Record the ideas and notes on flip charts.

· Use appropriate audio/visual aids

4.    ASSIGN A NOTE TAKER(Minutes)

· Who attended

· What problems were discussed

· Key decisions reached

· Next steps

· Who needs to accomplish the assigned task

· Start and end date of task

· Objectives of task

· Monitor progress on next steps

5. CLOSING
· Help the group decide on next steps.
· Leave 5-10 minutes at the end of the meeting to evaluate the meeting.

· Review assigned next steps. Ensure each person knows their duties to perform

· Conclude by summarizing the group’s accomplishments.

· Thank group members sincerely for their participation and contributions.
DUTIES OF THE CHAIRPERSON: Presiding over the meeting requires tact, patience, a sense of humor and sound knowledge of the technique of making people discuss a subject intelligently and arrive at well-reasoned conclusions. The Chairperson performs the following functions-

· You should begin and end the meeting on time.

· Restate the purpose of the meeting in spite of the agenda having been circulated in advance.

· Begin on a positive note, giving the members a sense of purpose.

· Keep the opening remarks brief in order to set a business like pace.

· Wait for some member to initiate the discussion rather than take the lead.

· Conduct the meeting neutrally and impartially.

· Encourage all the members to participate in the discussion.

· Keep your anger in control and any emotional and heated arguments among the members should be checked.

· Keep the meeting orderly and organized.

· Reconcile the conflicting viewpoints and solve the matter amicably, so that the discussion is not disrupted.

· Clarify the members’ contributions, make summaries, and point out the decision made.

· Point out the course of action decided upon, and steps should be constituted for its implication and follow-up action.

DUTIES OF THE MEMBER: The role of the member is an equally important aspect of  a meeting which depends upon the kind and quality of contributions made by each of them during the meeting. The Member performs the following functions-

· Attend the meeting well prepared. Read the agenda to identify the items which you can make a meaningful contribution go through all the information provided and prepare your speech well.

· Get relevant information about the other participants so that you are mentally prepared to face any situation.

· Choose the most appropriate time to speak

· Don’t be rigid or unreasonable, listen to others with an open mind, try to understand other points of view.

· Be flexible and accommodating.

· Avoid lecturing, patronizing and condemning.

How to make Meetings Successful: 

__________________________________________________

1.  Clearly define the purpose of the meeting- It is very important that the purpose of the meeting is clearly defined to all the members in order to make it a success.  The purpose or objectives of the meeting can be clearly defined in the Agenda, which is distributed to the members prior to the meeting. Such a procedure will help the members to take a quick decision without any avoidable loss of time or money.

2. Provide all the Facts- the Agenda of the meeting should contain all the important facts that enables the members to prepare their own notes and points for the meeting. The facts would not only help the members in advance preparation but also make their participation effective and useful.

3. Restrict the number of Invitees- The number of invitees to a meeting should not be very large, for large groups tend to be unproductive. Only those persons should be invited who are closely concerned with the subject to be discussed. The optimum number of members attending a meeting is between five and ten.

4. Convene a meeting when it is essential to consult others for taking action/decision.
5. Insist on Punctuality

6. One should have a vision

7. Set time limit for the discussion on each item of the agenda

8. Summarise the conclusions briefly

9. Close the meeting on a pleasant note, indicating the future course of action.

10. Choose ideal room for meeting and the seating arrangement should be appropriate as per the required number of invitees.

11. Usage of audio/visual aids in the meeting should be checked prior to the meeting, so that it does not cause unnecessary delay in the commencing of the meeting. 

12. Develop Alternatives- Very often group decision making is based on the principle of majority and not consensus. We must ensure maximum alternatives so that various ideas are available and this leads to real tangible benefits out of meetings.

13. Finialise action plans- This is the most crucial step to ensure maximum effectiveness out of meetings. It not only confirms agreement of all with respect to various issues discussed.  

Why Meetings Misfire:
________________________________________

It is believed that in a meeting nothing is achieved worthwhile and members get into conflicts by talking random and let off steam. Meetings usually misfire due to following reasons:

1. Poor Leadership- Meetings fail when the Chairperson of the meeting fails to effectively control the meeting and give direction to the discussion. The members get distracted from the main subject and are directed towards irrelevancies.

2. Overbearing Leadership- In this case if the Chairperson exhibit an authoritarian manner and does not allow the members to express themselves freely. Communication is choked and idea production is stifled. 

3. Lack of Compliance with Formal Procedures- Meetings fail due to negligence of the secretary when the formal procedures are not complied with.

4. Inadequate or Large participation of Members- If the meeting is attended by too many or few members, its working are critically affected. If the number of participants is less, the meeting ceases to be representative and an adequate variety of opinions is not available. On the other hand, if they are more than required members, there is such a large diversity of opinion that it becomes difficult to take any decision.

5. Incompetent Members- For a successful functioning of meetings, it is very essential that right type of people is asked to attend it. If the members are incompetent about the subject and skills required, they will simply reduce the meeting to an ‘organised pooling of ignorance’. If they are volatile and explosive or rigid and unaccommodating, they will wreck the meeting.
Etiquette for Meetings:

_________________________________________

1. Reach on time

2. Do not interrupt others when they talk

3. Do not dominate the discussion

4. Obey the Chairperson

5. Do not make irrelevant comments

6. Abide by the rules and regulations of the meeting.

7. control those who talk too much

8. encourage participation from those who talk less

9. control time

10. summarize at appropriate places

To get the most from the meetings, you must understand exactly what they are. A meeting is not an end in itself, but a vehicle to help you reach a goal. Meetings help a group to determine a course of action. They can be efficient and effective communication and planning vehicle, but only if organizers plan carefully and pay attention to details before, during, and after the event. The solution is not fewer meetings, but more effective ones. 

QUESTIONS FOR ASSESSMENT:
1) Write short notes on-

(a) Role of the Chairperson

(b) Importance of Agenda in the meeting

(c) Role of Members in the meeting

(d) Etiquettes required for meeting

2)  Explain in detail the important points one must remember while conducting a meeting.

3) Why do meetings usually misfire? What suggestions would you give to ensure the success of a meeting

4) Explain briefly the skills required for participating in the meeting.

5)  Elaborate on the purpose of the meetings.
                              _______________________________________

