Mage nofpund or type unknown

The meeting is a complex process and it is necessary to take into account a huge number
of psychological laws and rules. The objective reality now forces all heads of the
organizations to turn the face to a problem of increase of efficiency of the work,
productive use of each minute of working time.

Business meetings (meetings) — one of the most important forms of
management. During the meeting there is an exchange of
information between subordinates and the head, management
decisions are made.

Experience shows that business meetings do not always bring the
desired effect due to the fact that many managers are unclear
about the technology of their organization and conduct. In some
cases, business meetings are convened too often and poorly
prepared; too many people are involved in their conduct, and
certainly the "first" leaders; unreasonable length of meetings
reduces their effectiveness; finally, decisions that are taken at
business meetings are often poorly executed and poorly monitored
in the implementation process, which significantly reduces their
effectiveness, resulting in the need for a second meeting on the
same issues.

A business meeting is a way to involve the collective mind in the
development of optimal solutions to the most pressing and complex
issues arising in the enterprise. The management process in this
regard is reduced to three main stages:

* collection and processing of information;

* coordination of all services of the company and all employees;
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e taking decision.

In addition to its direct purpose, each rationally organized meeting
solves an important educational task. At the meeting, employees
learn to work in a team, take a comprehensive approach to solving
common problems, reach compromises, acquire a culture of
communication, etc.for some employees, staying at a business
meeting is the only opportunity to see and hear the leaders of the
highest levels of management. In addition, at a business meeting,
the Manager is given the opportunity to show his talent as a
Manager.

To find a space

Find out how many people are coming. Then determine how much
space you need. Where will the event be held? Is there room in the
corporate office or do you need more space? Does the CEO want the
meeting to be held off-site so people can focus, or does he / she
want it to be kept in the office to minimize cost?

What properties in your area can provide the space you need? Is a
hotel near the airport a good choice to minimize travel time for
people arriving from outside the city, or should you find something
from the city that is quieter?

What do different objects do for their objects? What do they include
and what will you need to buy and bring? Will they appoint a person
for the job? What is their policy on materials and people from
outside?

To calculate the required space

1. Explore available locations with that amount of space (expenses,
location, services included) > Count the number of speakers each



day and total

2. Determine the number and type of support personnel required

3. Find out how many participants / speakers / staff will need rooms
4. Negotiate expenses and dates with available points

5. Sign a contract with the selected location

6. The publication of the event

Classification of business meetings

Business meetings are a special kind of labor organization that
operates in a very short time and has a certain focus. Meetings are
classified according to the following main features:

1. As intended:
* decision makers and decision makers;

* clarifying and clarifying tasks for the implementation of earlier
decisions;

* summarizing and evaluating previous decisions;
* operational (dispatch);

2. On frequency (frequency) of carrying out:

e single;

e regular;

e periodic;

3. By number of participants:



* narrow composition (up to five people);
* extended (up to twenty people);
* representative (over twenty people);

4. According to the degree of stability of the participants of the
meeting :

* with fixed composition;

* with invitees on a list drawn up for each meeting;

e combined;

5. By belonging:

* party (and other public organizations);

e administrative;

* scientific and technical;

e United.

Composition of participants, time and place of the meeting

During the decision on the composition of the participants, it is
necessary to pay special attention to the formation of the list of
quantitative and qualitative composition. Participation in the
meeting should involve officials who are most competent in the
problem under discussion, and they, as practice shows, are not
always heads of departments. As for the number of participants in
meetings, you should not invite as many people as chairs in the
meeting room (invitations for mass). The best option is to match
the number of participants in the meeting with the number of those



who actively participate in the discussion. The main criterion for
the selection of participants of the future business meeting is
competence in the issues of the agenda.

It is necessary to determine the day and time of the event. It is
recommended that you set aside a specific day of the week for the
meeting, which allows meeting participants to plan their working
hours and prepare for it. The best day for a meeting is Wednesday
or Thursday, as the weekly health curve has a noticeable decline on
Monday and Friday. From the theory of biorhythms it is known that
a person during the working day there are two peaks of increased
efficiency: the first-from 11 to 12 hours; the second-between 16
and 18 hours. Since any meeting disrupts the rhythm of work, it is
inappropriate to hold it in the first half of the working day (the first
peak).

Preparation of participants and duration of the meeting.

Preparation of participants of the meeting is the last stage of
preparatory work in the procedure of organization of business
meetings, when it is provided for preliminary acquaintance of all
participants with the agenda, the necessary materials. Everyone
should know in advance the theme and objectives of the meeting.

Each leader must correctly define the procedure for the meeting,
depending on the goal. But even when it is successfully formulated,
there is always a hidden level of goals, which, as a rule, do not
speak, but which must be considered.

The optimal duration of joint mental activity of a large number of
people is only 40-45 minutes. After 40-60 minutes after the start of
the meeting, the attention of the participants is weakened: noise,
unnecessary movements, conversations begin. If you continue to
continue the meeting without a break, most participants fatigue



sets in. After a 30-40-minute break, the participants feel better,
their normal state is restored, and the discussion of problems can
be continued.

CoBelwaHue - Npouecc CJZIOXKHbIA U NPU ero nposeaeHnun Heobxoaumo
Y4YUTbIBaTb OrPOMHOE KOJIN4EeCTBO NCUXOJZIOrM4eCcKmuxX
3aKOHOMEepHocTen M npaBuisi. O0ObeKTUBHAA )XKe peasibHOCTb B
HacTosLee BpeMs 3acTaBsissieT BCeX pyKoBoauTesien opraHusauum
NOBOPA4YMBaATbLCA JIMLLOM K Npobneme noBbilleHUA 3P PeKTUBHOCTHU
cBoeu paboTbl, NPOAYKTUBHOIO UCMOJIb30BaHUA KaXXa,0W MUHYTHI
paboyero BpemMeHu.

Henosble BCTpe4n (coBellaHnNs) — ogHa U3 BaKHENLLNX (OOPM yrpaB/ieHYEeCKOoN
neaTenbHOCTU. Bo BpeMs coBelaHns nponcxognt obMeH nHgpopmaunen mexany
NOAYMHEHHBIMN N PyKOBOAUTENEM, MPUHUMAOTCSA YNpaBJieHYeCKNEe peLleHuns.

Kak cBnaeTenbCTBYET ONbIT, AE/I0Bble COBELLLAHNA Oa/IeKo He Bceraa NpuHocsaT
NOJIKHbIN 3p(PEKT 13-3a TOro, YTO MHOIME PYKOBOAMTENIN HESICHO NPeacTaBnsaioT cebe
TEXHOJIOTNIO UX OpraHmn3auum n nposeaeHns. B psae cnyyvyaeB AenoBble COBELLAHUSA
CO3bIBAOTCHA CJIMLLKOM YacTO U FOTOBATCS MJIOXO0; K UX MPOBEAEHMNIO MPUBNEKAIOT
C/IMLIKOM MHOIO0 NnL, NPUYEM HEMPEMEHHO «MNEPBbIX» pykoBoauTenen; HeobocHoBaHHas
NPOAO/KUTENbHOCTb COBELLLAHUIA CHUXXAET UX Pe3ysibTaTUBHOCTb; HAKOHEL,, peLleHuns,
KOTOpblE€ MPMHMMAIOTCSA Ha OE/I0BbIX COBELLaHNAX, YaCTO Hey40BNETBOPUTENLHO
0hOpPMAISATCSA, @ B NpoLLecce BbIMOJIHEHNSA MJIOXO KOHTPOJINPYIOTCS, YTO CYLLECTBEHHO
CHMXaeT ux 3ppeKTUBHOCTb, B CBSA3N C YEM BO3HMKAET HEOOXOAMMOCTb B MOBTOPHOM
COBeLLlaHNM Mo TEM »Ke BOMpocaM.

Henosoe coBelaHne — cnocob npusJsie4eHNA KOJINEKTUBHOIO pa3dyMa K Bblpa6OTKe
OMNTUMaJlIbHbIX peLIJeHI/II7I MNo aKTyaJlbHbIM U Hanbosiee COXKHbIM BOIMpocCamMm,
BO3HUMKaOLWMM Ha npeonpuaTtun. lNpouecc ynpasaeHUsa B 3TOM OTHOLLEHNN CBOOUTCA K
TpeM OCHOBHbIM CTaaANAM:

e cbop 1 NepepaboTka nHpopmMaunu;
e KOOPAMHAUWNSA OeATEeNbHOCTN BCeX CNyX6 hmpMbl U BCEX COTPYAHUKOB;
e MPUHATME PELLUEHNS.

KpoMe cBoero npsmMoro HasHa4yeHus, KaXkgoe paLnoHaibHO OpraHn30BaHHoOe
coBellaHNe peLlaeT N BaXKHYo y4ebHo-BoCnMTaTesNbHYI0 3a4a4y. Ha coBellaHmnm



COTPYAHUKK y4aTca paboTaTb B KOJIEKTUBE, KOMIMJIEKCHO MOAXOAUTb K peLueHUIo
obLwmx 3aga4d, [OCTUraTb KOMANPOMUCCOB, NMpuobpeTatoT KybTypy obweHnsa u T.n. Ans
HEKOTOpPbIX COTPYAHUKOB rnpebbiBaHNe Ha Ae/I0BOM COBEWaHNN — egUHCTBEHHas
BO3MO>XHOCTb BUAETb U C/bILLlaTb PYKOBOAUTENEN BbICLLIMX YPOBHEN ynpaBiaeHus. Kpome
TOro, Ha 4e/I0BOM COBEeLlaHUN PYKOBOAUTESIO NMpefoCcTaB/fAeTCcsd BO3MOXHOCTb NoKas3aTb
CBOM TaNlaHT MeHe)Xepa.

HaunTu npocTpaHCTBO

Y3HalTe, CKONbKO Ntogen naet. 3aTeM onpenennTe, CKOJIbKO MecTa BaM HY>KHO. e
byneT NnpoBoAUTbLCS MeponpuaTne? ECTb 1M MecTo B KOpNopaTUBHOM ohuce U BaMm
HY>XHO 6osblLle MecTa? XKenaeT I reHepasbHbIn AMPeKTop, 4Tobbl cobpaHue
NPOBOAMIIOCH 3a NpeaesaMun Naowankm, YTobbl N0AN MOran COCPenoTOYUTLCS, NN OH /
OHa Xo4eT, 4Tobbl OH coaep>kancs B oguce, 4Tobbl CBECTU K MUHUMYMY CTOMMOCTb?

Kakune cBolicTBa B Ballen 061acT MOryT nNpeaocTaBuTb HeobxoammMoe NpPoCcTPaHCTBO?
ABNAETCS N OTesIb PSAAOM C a3PONOPTOM XOPOLLINUM BbIGOPOM, 4TOOLI CBECTU K MUHUMYMY
BpeMs B MyTu ANa noaen, npubbiBatowmx U3-3a ropoaa, Uin Bbl 40OSKHbI HANTK 4TO-
HMByab U3 ropoga, Kotopoe byaeTt Tuwe?

YTo pgenaloT pasHble 06bEeKThI AJ19 CBOMX 0OBbEKTOB? YTO OHUM BKJIOYAKOT B CebdA 1 4TOo
BaM HY>XHO byaeT KynuTb U NpuBe3Tn? byayT 1M oHM Ha3Ha4vaTb YesoBeka ansa paboTbl?
KakoBa MX NMoJIMTUKA B OTHOLLUEHMW MaTepuasioB U NIOLEN U3BHE?

PaccuutaTth He06X0AMMOE NPOCTPAHCTBO

1. Nccnepynte AOCTYMHblE MeCTa C TakMM 06beMoM NpoOCTpPaHCTBa (pacxonbl,
MEeCTOrMOJIOXKEHNE, BKJIIOYEHHbIE CepBUCHI) > MMoacynTanTe KONM4YeCcTBO ANHAMNKOB
Kakabl geHb 1 obliee Konn4ecTBo

2. OnpepennTte KOINYECTBO U TUMN HEOBXOAMMOro BCMNOMOraTesIbHOro nepcoHana

3. Y3HanTe, CKOJIbKO YHaCTHUKOB / AOKNAA4YMKOB / COTPYAHUKOB ByayT Hy>KAaTbCs B
KOMHaTax

4. lMeperoBopuTe pacxoabl U AaTbl C AOCTYMHbLIMU TOYKaAMU

5. MNoannucaTb KOHTPAKT C BbIOpaHHLIM MECTOMOI0XKEHNEM

6. Nybnnkayna cobbiTms

Knaccucpumkauma penoBbix coOBeLLaHUKN

[enosbie coBellaHna npeactasnsatoT cobon ocobbin BUO opraHmn3saumm Tpyaa,
OEeNCTBYIOLWEN B O4EHb KOPOTKME CPOKM N NMMEIOLLLEN onpeaeneHHYo



LeneHanpaBieHHOCTb. CoBellaHns KnaccuuunupyoT Nno cienyowmmMm OCHOBHbIM
nMpU3HakKaMm:

1. Mo Ha3Ha4YeHuto:

e BbipabaTbiBalOWME U MPUHUMAIOLLME PELLEHUNS;

e pasbACHAKLWMNE N YTOYHAOLME 3a0a4M MO peanm3aunm paHee NPUHATBIX peLleHnn;
e MOOBOASALLNE NTOTN N AalOLMNE OUEHKY MPUHATBIM paHee peLleHnsm;

e OonepaTuBHbIE (OnNcneT4yepckue);

2. 1o nepnogn4HOCTK (4acToTe) NpoBeaeHUs:

e pPa30Bbl€;
e pPEryssipHble;
e repuoamnyeckue;

3. Mo KOIMYEeCTBY Yy4aCTHUKOB:

e Y3KUNWN COCTaB ([0 NATU YeNoBEK);
e paclIMpeHHble (00 ABaAUATUN YenNoBeK);
e NMpeacTaBuUTesNbHbIE (CBbILLE ABaALATU YEN0BEK);

4. Mo cTeneHn cTabuabHOCTK COCTaBa Y4aCTHMNKOB COBeLllaHNA

e C (PMKCUPOBAHHbLIM COCTaBOM;
e C NpursawaeMbiMy Mo CNUCKY, COCTaBJIEHHOMY [J19 Ka>XKA0ro CoBellaHuns;
e KOMOMHMPOBAHHLIE;

5. Mo npnHageXxHoCTun:

e MapTUNHbIE (U APYrnx obLWEeCTBEHHbIX OpraHnu3aunin);
e AAMUHNCTPATUBHbIE;

e Hay4Hble N HAY4YHO-TEXHNYECKME;

e 0ObegnHEeHHbIE.

CocTas Y4aCTHMNKOB, BpeMA N MeCTO npoeeneHnAa copeLllaHnA

Bo Bpems pelueHns BONpoca 0 CoCTaBe y4aCTHMKOB Heobxoammo ocobeHHOo
BHUMATEJIbHO MOAONTU K (POPMMNPOBAHMIO CMINCKA MO KOJIMYECTBEHHbLIM N KAaYeCTBEHHbIM
cocTaBoM. K y4yacTuto B COBELLL@HNN HEOBX0AMMO NpUBJIeYb A0/KHOCTHbLIX JIUL, KOTOPbIE
Hanbosiee KOMMNETEHTHbI B 0bcy>xaaemon npobneme, a UMn, Kak NOKasbIBaeT NpPakTUKa,
He Bcerpa aABssAlTCA PyKOBOANTENN NoApa3aeneHnin. YTo KacaeTcsa Koam4ecTBa



Y4aCTHMKOB COBELLAHNI, TO He c/efyeT npuriaawaTtbh CTOJIbKO YesI0BEK, CKOJIbKO
CTyJ/IbeB B 3aJsie 3acefaHnin (NpurnaweHnsa gas MaccosocTu). OnTuManbHbIN BapuUaHT -
COOTBETCTBME KOJIMYECTBA YH4AaCTHMKOB COBELLAHNSA C KOJIMYECTBOM TeX, KTO aKTUBHO
yyYacTByeT B 0b6cyxaeHun sornpoca. OCHOBHOM KpuTepuin oTbopa y4acTHUKoOB byayLuen
0enoBOV COBELLAHNA - 3TO KOMMNETEHTHOCTb MMEHHO B BOMPOCAaxX NMOBECTKN OHS.

Hapo onpepnennTb AeHb 1 Bpems nposeneHuns. [na coBellaHns pekomeHayeTcs
OTBOAUTb ONpefesieHHbI AeHb HeJenun, 4To No3BoasSeT y4aCTHMKAM CoBeLlaHns
npaBubHO CrJlaHMPOBaTb CBoe paboyee BpeMsa N NOArOTOBUTLCA K HER. Jly4Llnin aeHb
AN coBellaHna - cpefia Uan YeTBepr, Tak Kak HepgenbHasa Kpueas pabotocrnocobHoCTH
nMeeT 3aMeTHbIN craj B NMoHeAeNbHUK N B NATHULY. 3 Teopun 6GUOPNTMOB U3BECTHO,
4YTO y 4YesnloBeka B Te4yeHune pabodero gHa HabnwgaTCA ABE MUKW MOBbILLEHHON
paboTocnocobHoCTK: nepBbIn - ¢ 11 fo 12 Yyacos; BTopon - Mmexay 16 un 18 yacamu.
NMockonbKy ntoboe coBellaHne HapyLlwaeT pUTM TPyLOBOW AeATesIbHOCTU, NPOBOAUTL ero
B NepBou nosioBnHe paboyero gHA (NepBbi NUK) HeuenecoobpasHo.

MooroToBKa y4aCTHUKOB U MPOLOJIKNTENIbHOCTb COBELLaHUS.

MoAroToBKa YYAaCTHUKOB COBELL@HWS - MOCeAHUI 3Tan NoAroToBMTeIbHOW paboThl B
npoueaype opraHn3aLnmn 0esoBbiX COBELLaHWi, Koraa npegycMaTpuBaeTcs
npenBapuTesibHOe 03HAKOMJIEHME BCEX YHYAaCTHUKOB C NMOBECTKOM AHSA, HeobXxoanMbIMu
MaTepuanamm. Kaxkabii O/XKEH 3HaTh 3apaHee TeMATUKY M 3a[la4M COBELLLaHMS.

Ka)xOblll pyKOBOAUTESb OOJIKEH MPaBUbHO oNpenennTb Npoleaypy nposeneHus
COBELLAHNS B 3aBUCMMOCTM OT NOCTABJIEHHONM Lenn. Ho aaxke Korja ee yaaqyHo
ChOpPMYJINPOBAHO, BCErAa CyLLEeCTBYET CKPbITbI YPOBEHb LIeNEN, 0 KOTOPbIX, Kak
NpaBuo, HE TOBOPSAT, HO C KOTOPbLIMM HEOOXOAVMMO CYMUTATHLCS.

OnTuManbHasa NPOAOIKNTENIbHOCTb COBMECTHON YMCTBEHHON OeATEeNbHOCTU 60NbLLIOro
yncna nogen coctasndaeT scero 40-45 mnnyT. Yepes 40-60 MUHYT nocse Havana
COBELLaHNSA B €ro y4aCTHUKOB 0C/1abnseTcsd BHUMaHME: HA4YNHAETCA WYyM, TULLIHNE
OBV>XEHNs, pa3rosopbl. ECv v ganblie npoaosikaTb coBelaHmne 6e3 nepepbiBa, TO Y
0ONbWNHCTBA YH4aCTHUKOB HacTyMnaeT yCcTanocTb. MNocne 30-40-MNHYTHOro NnepepbiBa B
MPUCYTCTBYIOWMX yy4yllaeTCcqa CaMO4yBCTBME, BOCCTaHaB/IMBAETCA UX HOPMaJibHOe
cocTosiHMe, 1 0bcyxaeHne Npobaem MOXKHO NPOAOJIKNTD.



