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0J 0 BEFORE THE MEETINGO O TIMINGO O TIMING THE CONTENTD [0 To give a real chance of
sticking to a planned duration consider having a timed[d For example[J allocate a proposed time for each item
certainly for main sections and[] [ topics This will act to focus discussion and give both chai rperson and
participantsC] somethina to alm atC] [0 Even being able fo say[] &Isquo;Let&rsquo;s try to get this item out of the
way in the next twenty[d minutes&rsquo;will be of psychological value in concentrating minds It really helpsC]

[ Ensure that the meeting has a timed structured publish it( refer to il as the meetingJ proceedsd and aim to
sticktoitasfaraspossible0 O 0O 000000 DOOOOO0O0OOOOODOODODOOOOOOOOOODO
O0000000DbOOoO0DOOooooa
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0 0 BEFORE THE MEETINGO O THE PHYSICAL ENVIRONMENTL [0 The room and location for a
meeting and the equipment available also make alJ] [J differencel] [0 The hazards are many[J] [1 [] @ too many
people in tOO small a smoke filled room and everyone is uncomfortable[] [T concentration goes out of the
window[] though the smoke never seems to do so![] (] [J e uncomfortable chai rs also affect concentrallond [
e no visual aid equipment available can double the time needed to explain(] say[] [1 dtag rams[] [] e
inappropriate refreshment arrangements create interruptionst] [0 and so on and so on] think of meetings you
have sat in yourself(] 0 The morallJ meetings need to be held[J O [ e in the right place(] e in the right room
[ e with the right equipment O allarranged inadvance 0 0 0 0 0000000000 OOOOOODOO
O0000000DbOo0ooon
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[0 0 BEFORE THE MEETINGO O WHERETOHOLDITO O INO O Sometimes important meetings will need
arranging away from the office fsee nextl] pagel] Mostly they need to be in the office and i 1 a suitable room which
isC] [0 @ quiet[] [ e privatel] if necessary fthis may m,~an soundproofl] (] (I e of[J sufficienl slze[] [J

e comfortablel] chai rs[J table and other furniture well designedI] OJ e airconditioned if necessary[] especially if
you plan to allow smoking fstill a vexed[J issuel] but the majority are now non-smokers and increasingly the
norm is not to[] [ allow it in meetirigsC] [ (1 e right In 1erms of ambience neither 1oo plush nor too spartant] [
e allows good visibility fof people and visual aids[J [J acoustics too need considering] [ @ has power points

[0 good lighting but notelephonel] [0 Do not Just say[] et s have It in George&rsquo;s office Think about what
room will be best[] and plan accordinglYD [0 [0 &hellip;&hellip;
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