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Chapter 5

Flaa¥l  Meeting jscussion or
Meeting: When two or more people come together 10° e
_exchanging ideas.
How ever, Meeting can be made more effective,
1- TO share information.

2- TO evaluate ideas. Jaladt s gl
3- To develop plans. b b qﬂl
4- To make decisions. - J P
_——-—-"_""'-_._r-_u_:lj.l.!.-ﬂ-l-ll" d!lﬂ-V uﬂ
| 5-To create a document. T e a8
6- To motivate members. B _r_.___——-——--—ﬁ —

s Types of Meeting; leldayigl gl
Meeting: Two or more pegple gethering {0 disCUS5:
1- An informal meeting cew, sl glaia¥l
Itis unplanned meeting it m |d any time.
- Sy gl i ‘_,s.it :]fm;ﬁ 2 g ey il plaiad)
2- Formal meeting.  aw )l gLaiah: o
A planned meeting that held at specific time with the availability

of a chair and a secretary. _ )
{_}“}3_;5!_, Baiay! Jie Calatiual) &qﬂqﬂijﬂﬁuaﬁ q,‘.'ﬁ'l&\.m‘ﬂ %)
Adaa Oy sS gl y i Sl

3- Electronic Meeting s 3SY! ¢lainh _
Meeting held by using technology between several people in
different locations.

aliia b Gasedall Gl s o ) ST pladiud Adaud gy dlay g3 LYY 48
sl

2- Benefits of attending meeting
e Laia ) ol ) guian (o Lgle Jaaad ) yill A L
Learing more about the colleagues you are with.
ae sy e Sl iy S
- Listening to thoughts and poininns of others,
S AN el s SV N il y Cuals
Communicating with your colleagues and expressing your own
ideas.

,nﬂi'ujjwﬂ_jl.ﬂi'-t_‘p J__.,_','J,s]m,jtﬁdm\_,ﬂ]
- Feeling as a part of a team.

Al gl 3 il (a6 e il pal
3- Validity of the meeting:
For a formal business meeting to be valid or legal following

conditions.

g Lyl (g ly an ) plaial) 8
1- A notice mast be send before 10 days or two weeke at least.
glaia¥l jsand Y1 e O gl ol ol 3 500 Qi elac) A1 el Jui
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2- Attending both the chain and quorum.

3- Its must be held in accordance with the rules and regulations of

the organisation. .
Al gt il g pSadH Uil 2y LR

- Availability of chain and quorym
30 by ol 350

- Notice is being sent to all partsipants.
P i o oS il ggend ¥

- Held according to rules and regulations.

AS A0 Gy y ot sl 5 SN Uk fLGRY! Sy
4- Stages of conduction a meeting.

_E.L.h‘x"n amc Ja.'l_j,n o | P
- Before the meeting §laaY) die Jd
1- Determining the purpose of the meeting:
Elaia V) Ga i sl yaas

- Seek solution Jadl ;e Zaadli |
- Share information. il sladll 45 b
2- Selecting the participants ¢pSiiall
Only members who should be invited. glaia¥ 8 oS slall sl
3- Knowing the participants glaia¥! 8 (58 jliall v yny
The chairman should know all members and their job.
RSl b pyilh gy LR (B (S Bl pan i pmy )
4- choosing the time. &gl jlsa)
Its is important to selsct place that all members can attend the
meeting fast and easy.
o sl slae ¥ (e (oA Candiall ISl LA 5 5y el a4l
Ll A2 gy gl
Several factors should be considered in slscting the place.
OSall sl e jliey) 8366 Jal g dae dlia
- Available of the room ——-—-—-- aa sl ey
- Approriate furniture —-—--——---- el J5Y
- Free form noise and ventilation --—-— 4#\S selali y 4, g4l
- Appropriate size of the room-——— 4udie 4 2l s
- COSt ~-mmemmmmem oo e eme o Al
6- Creating the Agenda el Jyaadl aga g
Agenda is an out line or a master plan for the meeting.
a3 A I ALl ) eyl daglaall a a3l Jgall e

Atypical Agenda contains of fixed items.
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Agenda and FiiEﬂ items ] i E k-
3 il Lm‘.‘l“ ,fJ;I
1- wW ' = _____’_"__‘_,_-—“_-_'_"I't_.f!_d 4 .-
[~ EQME,"GpEH meetlng _-—- T O eloac ¥l JL‘EI:.]

.

previous meeting. e ——
pe 7 a0l dadaalt ol AuE

2- Aplogies for absence S e -
= 1 anall ideadl!
3- Approve minutes for Gl _paaal o (el
previous meetin I -
g i 5o o v S

4- Matters arising form the

5- A list of specific points to be
discussed. Jpe—— | P 8

| CHaCERSe il
6- Any other business (AOB 5L AP
ot ) 1 il (healii 0o el

7- Announce details of next

meetin, T Ee—
[T — Sl

8- Close meeting.

7- Determine the physical arrangement.
el 225N apeadd ol 2paa3

In preparing physical arrangements , the chair must cunsid?r
the objectives as well as the number of participents whe will

attend.
Sl i dgagall L Ky ey g Lladn Lyl SlalaaTu¥) a3 2
o o UJM.%L&p?' T smia) sian Ay S
For example Jbadl Jpu o
For solveing any problems in the meeting the best room setup
is have people sit around a table , so thay can all see and hear
each other.
OSaly LS8 icca 9985 o)) apy Banall 5 jaall plaa¥l (PG JSLE Ja
AN aga aaly JS ading g Al (6 3 pga 2aly (B O paladl

8- Sending a notice to participants.
Flaia¥l b oS il (N el Qs )

To inform the participants about the meeting you should send

a notice.
S gealy b2 Syl e cang flaial) e (S bl il (S
Al EL.‘JI

Written or typed advance notice.
Press notice, £ ssbe i

Bill posting idw « 4if,
Door to door hand bills 3y dalus

A notice board L=y da ]
Broad casting 4a slxall 4c13)
[ Notice meeting
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9- Making the final preparations of the meetiﬂﬁm & il Jae

s ke th
There are always some final arrangements thas can MSxe T8

difference between productive and non- ﬁ’“‘?”ﬁ.ﬂiﬂeﬁﬂgﬁa
E:Lm'flghgdﬂji‘;’ldujﬁiuhjwu ,._H,}‘lﬂl'.l‘-j"'ﬂ.'

To a void this do the following: : 7 i
O L e b LY iy

1- Arrive before the meeting.

2- Make sure that audiovsual work pmperl?-

3- Make sure all materiais available-
4- Remind the participants on the day of the Me

Hags Sl O Jgeash -1
Aaudia 5y gt Jod gl o Sl 2
B alny i Sialia¥l s o 560 3
iy olSall e O LA LAt -4
Stage 2 : during the meeting ; §lai»! s ‘
The chair should be a ware of the following steps during the
meeting. .
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. _
Make sure that the secretary is writing notes of the meetng,
which is called minutes. _
3- Present final comments by asking for a vote on key issues
and summarizing decisions.

4- Close the meeting: |
Tell participants the time, place, and objectives of the next

eting time and

meeting.
Thank the group for their participation.

plaia¥l I8 Al < gladlly L33 3 o 08 oM
th‘i;‘f'. Ji ) paal) pa dllaall e g -1
FLaY 5 a6 p0e -2

A8 gl ql &\..u‘h.‘f'. el @

Ae panall 25 5 qﬂ u.u_)l'l Jgaadl e'u.\:'.iu'l .
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A fter the meeting is over the chair has several issues t0 consider.
e ey et W e ol ua) any SR E'_h'ir"-{'- e g
1- Check the notes made by secretary before final minutes.
2- Follow up to see the appropriate action take.

3- Evaluate the meeting. N
S saed A Gl il Jhash -1

Adef Gl qudaall Sgdl AN g L dadia -2

Yl i -3
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