


What did you notice 

from this two pictures ?



Meetings take place when two or more people come together
to discuss one or more topics for the following purposes:

Meeting 

defined

 to share information  to make decisions

 to evaluate ideas  to create a document

 to develop plans  to motivate members
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What is the difference between this 

two pictures ?



Business meeting can be 

Informal meetings

Formal meetings



Formal 

Meetings

Meetings are conducted 

according to specific 

predetermined 

 ً تجري الإجتماعات وفقاً لمواعيد محددة مسبقــا

For Example 

Scholarship meeting 

Presenting new product or 

Service  presentation 



Formal Meetings Definition

A planned Meeting that is held at 

specific time with the availability 

of a chair and secretary 



The frequency with which the meeting should be held , whether annually , 

monthly and so on .

The amount of advance notice that must be given .

The number of persons that must be present ( the quorum)

The level of documentation that is needed , such as : minutes and written 

notice

The purpose of the meeting 

The agenda

Q 6
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General Meeting Annual General Meeting (AGM)

Extraordinary General Meeting ( EGM) Board Meeting and Committee Meeting

Statutory Meeting ( Between Company and its shareholders)

A statutory meeting held once a year at which the 

organization's entire membership is eligible to 

attend



Informal Meetings

Easier to arrange as there is no formal rules 

Devise by the organizations

Some meeting held on regular basis , Weekly 

department meeting , or particular purpose or 

to solve an urgent problem



Informal Meetings Definition 

Unplanned meeting that could be held at 

anytime



Staff meetings 

• between employees in the same, or different, departments. There may
be a meeting of the entire staff to give them important information.

Departmental meetings 

• which are held between a manager and their staff.



In today's business world, both types of meetings can
be held electronically.

The internet and modern telephone systems (technology) can be used to
send live video pictures as well as sound over very long distances. This
means business meetings can be held between people located in different
places in the world without the need to travel to meet face-to-face.



Validity of Meeting

For the formal meeting to be valid ( legal) there is conditions must be met :-

1- A notice must be sent to all participants 

This mean the notices of anyway of communications to call someone to attend a 

meeting 

Must be send in advance ( 1 – 2 Week  before the meeting )

2- Availability of both chairperson and quorum as specific regulation 

Chairperson : who is responsible for managing directing and controlling the 

meeting

Quorum : is the required minimum number of members needed to have meetingQuorum is the minimum/smallest number of participants that 

must be present at a meeting to make it valid.



1 Notice is being sent to all 

participants.
2

Availability of 

Chairman and 

Quorum.
3

Held according to 

rules and 

regulations.

Notice of Meeting

Please be informed of our

meeting, scheduled on Sunday,

27 March 20 - -, at 10:00 a.m. in

the conference room no. 2.

The meeting will discuss the new

trying programs that will be held

in BIBF next month.

Mariam Moh'd

Secretary

7 April 20--
Enc:  Minutes of meeting of 5 March 20--

Meeting

A person who 

manages, 

conducts and 

controls the 

meeting.

Q 4
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Quorum is the minimum/smallest number of participants that 

must be present at a meeting to make it valid.



Validity of Meeting



Chapter 4 
Meeting Documents 



Introduction 

Read the advertisement which was published
in one of the newspapers:
• What do you think the advertisement

represent?
• Who is the sender and receiver of the

advertisement?
• When should you send this document?
• What are the important things that you

should consider in this advertisement?

ABC LIMITED

Notice is hereby given that the 22nd

Annual General meeting of ABC LTD. will
be held at Awal hall in Gulf Hotel on
MONDAY, 20th MAY, 20--, at 10:00 a.m. to
transect the business set out in the notice
convening the Annual General Meeting
which will be sent to the Share Holders
along with the explanatory statement
under section 21 of Companies Act 2001.

For, ABC LIMITED



Organizing a meeting can be monumental ( Huge ) 
task in the workplace and it’s required serval 

documents .



Meeting Documents 

The documents used for a 
formal meeting

Notice

agenda

Minutes



Notice - definition

Notice
It is any form of communication send to the member of 
the meeting, to inform them of the time , date , location 

of the meeting

Notice

To            :    All Departments Manager
From  :    General Manager
Date   :    15 March 20- -
Subject :    Staff Trying
___________________________________________
Please be informed of our meeting, scheduled on Sunday, 27
March 20 - -, at 10:00 a.m. in the conference room no. 2.

The meeting will discuss the new trying programs that will
be held in BIBF next month.



Notice – Tips (4.2.1) p 86

Notice Is to inform the participants about the meeting and its 
could be in one of the following forms 

Notice

To            :    All Departments Manager
From  :    General Manager
Date   :    15 March 20- -
Subject :    Staff Trying
________________________________________
___
Please be informed of our meeting, scheduled on
Sunday, 27 March 20 - -, at 10:00 a.m. in the
conference room no. 2.

The meeting will discuss the new trying programs
that will be held in BIBF next month.

Written or typed 
advance notice

Press notice

Bill Posting

Door to Door handbills

Notice Board

Boardacating



Notice

All Notice form must contain certain basic information 

Business details
Type of meeting 



Notice

All Notice form must contain certain basic information 

Business details

Type of meeting 

The venue 
Location

The day ,date and time of the meeting

The details of any special business to be transacted

The type of meeting e.g ( Public or committee)

The date of the notice

The convener’s name



Agenda

A list of topics to be discussed in a meeting

Distributed to a meeting participants prior ( before) the 
meeting , they will be aware of the subject to be discussed 
and able to be prepare for the meeting 

Headed with the date , time and location of the meeting , 
followed up by s series of point outlining the order of 
meeting 



Agenda

Some agenda are fixed 

Some agenda only for particular meeting



Agenda fixed item

Welcome / Open meeting

A apologies for absence

Matters arising from previous 
meeting

A list of specific points to be 
discuss 

Any other business (AOB)

Arrange / announcement 
details of the next meeting



Minutes



Minutes

Theminutes must contain:
1. date, time and venue of themeeting.
2. name of all attendees.
3. apologies for absences, if given.
4. name of the chairperson.
5. purpose of the meeting.
6. issues being discussed, usually in the order

indicated on the agenda.
7. decisions taken.
8. date, time, venue and purpose of the next

meeting.



Minutes

-Minutes should be written in the past tense.  You must 
also use the third person (which means you never write 
'I', 'you', or 'we').  For example, you would not write 'we 
are deciding' but 'it was decided'.

-Minutes should simply record and not interpret in any way.
-Record only the factual basis of the points raised.



Minutes are used to document all proceedings, from the start of the
meeting to its conclusion. Or: it is a written record of all the issues that
have been discussed in a meeting. Or: a permanent record of the
decisions and activities of the organization.

Theminutes are vital because they:
► provide a full record of the discussion at the meeting.
► identify the actions taken or that should be taken, and by whom.
► record whether the goals have been achieved.
► assist in planning future meetings.

Minutes
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21st May 20--

Minutes of the last meeting.
Reports of middle management.
The educational conference.
Motivating students for the final exam.
The students’ grades.
The end term exams.

Date and time of the next meeting

The monthly Teachers’ Meeting

9:00 amin Main Hall of the 
school
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Welcome/open meeting.
Apologies for Absence.

Minutes and matters arising from last meeting.

Any other business (AOB).
Date and Time of next meeting.

5 April 20--

The teachers

Sunday 27 May 20--, at 10:00 a.m. in the conference Room.

Yes, minutes of meeting 13th April 20--



Notice:

The chairperson

To give the participants a chance to prepare for the
meeting accordingly.

Q 4 & Q 5
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Tylos Company
Monday 21 April 20– in the Hall No. 2 at 8:00 pm

Welcome/open meeting.

Minutes of the last meeting.

Correspondence 

Treasure’s and Secretary’s Report

Sports Programs for 20--

Raising Subscriptions

Any Other Business

Date and Time of next meeting.



What did you understand from this 
pictures ?



Organizing an 
effective meeting is an 

important task that 
should involve 

preparing , conducting 
, and contributing 

valuable ideas , 
resources and 

information in order 
to be screenful 



Stage of Meeting



Stage (1) . Before The meeting

Success of any meeting depends on the preparations for it .

Good Planning include 

Determining the purpose of 
the meeting 

Selecting the participants 

Choose the time

Selecting the place 
Venue

Sending a notice to 
participants 

Creating agenda



Stage (1) . Before The meeting - Determining the purpose of the meeting 

Every meeting have a clear purpose 

Determining the purpose is to define problem , seek solution , 
share information of exchange feelings about issue helps to 

determine he type of meeting to hold ,who should participate 
and other important factors 

We should know the purpose of the meeting to know the 
type of meeting to be done.

Q 1
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Stage (1) . Before The meeting – Selecting the participants 

Participants should be invited

Only those whose attendance is important and add value must come to the 
meeting (achieve meeting purpose/objective).

Q 1
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Stage (1) . Before The meeting – Choose the time 

Selecting the meeting time is important. The time must be suitable to the 
chair (Chairperson) as well as the participants.

Give enough time to preparations 

Q 1
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Stage (1) . Before The meeting – Selecting the place ( Venue)

chair (Chairperson).
Pick the most convenient place to held the meeting 

Serval factors should be consider

Q 2
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• Availability of the room.
• Appropriate size of the room.
• Appropriate furniture.

• Suitable lights and ventilation.
• Free from noise.
• Cost.



Stage (1) . Before The meeting – Sending a notice to participants 

To inform the participants about the meeting, you should 
send a notice. 

Serval factors should be consider

Q 2
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• Availability of the room.
• Appropriate size of the room.
• Appropriate furniture.

• Suitable lights and ventilation.
• Free from noise.
• Cost.



Stage (1) . Before The meeting – Creating the agenda 

To inform the participants about the meeting, you should 
send a notice. 

Q 2
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Copies of the agenda and all 
related materials should be 
distributed a week in advance of 
the meeting, so that the members 
can prepare.  



Stage (2) . During the meeting
Q 3
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1. Establish friendly atmosphere by greeting the participants before the meeting.

2. Direct the flow of the meeting:

➢ Start the meeting on time.
➢ Use the agenda to guide the group.
➢ Encourage member participation. 

3. Make sure that the secretary is writing notes of the meeting, which is called minutes.
4. Present final comments by asking for a vote on key issues and summarizing decisions. 
5. Close the meeting:

➢ Tell participants the time, place and objectives of next meeting. 
➢ Thank the group for their participation.



Stage (3) . After the meeting Q 5
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After the meeting is over, the chairman has several issues to consider:

1. Check the notes made by the secretary (minutes reporter) before
the final minutes is written.

2. Follow up to see that the appropriate actions are taken.
3. Evaluate the meeting.



Roles in a Meeting

The duties of a chairperson involve the following:
➢Knowing the rules, regulation and procedures relating to the meeting –

particularly what is allowed and what is not.
➢Starting the meeting on time.
➢Ensuring that apologies are recorded from people who cannot attend.
➢Ensuring that all participants know each other and introducing any new 

participants.
➢Stating the 'ground rules' that apply and follow meeting protocol.
➢Following the agenda. 



Roles in a Meeting

The duties of a chairperson involve the following:
➢ Providing relevant background information on a topic and

encouraging discussion.
➢ Ensuring that everyone has the opportunity of putting their

views, but not to talk for too long.
➢ Summarizing the discussion and put the action to be taken.
➢ Arbitrating – using their casting vote – if there is deadlock

between members.
➢ Closing the meeting properly and on time.
➢ Checking, approving and signing the minutes afterwards.



• The secretary is in control of scheduling the meetings as needed,
which means selecting the venue and sending a notice for the
participants.

• Typing the Agenda and distribute it among the participants.
• Taking the minutes,
• If there is any necessary follow-up, he/she is tasked with this as well.

Roles in a Meeting – Secretary 
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Notice

Agenda



Workbook Questions: Q 7
Workbook: page 88

Meetings take place when two or more people come 

together to discuss one or more topics.

Quorum is the minimum/smallest number of participants 
that must be present at a meeting to make it valid.

Formal meeting/ Informal meeting/ Electronical meeting.

To share information/to make decisions/to evaluate
ideas/to create a document/ to develop plans.

1. Starting the meeting on time.
2. Following the agenda. 
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