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Mage noffpund or type unknown

1.1 Main objectives of the business meeting
organization

One of the main tasks of the leading business meeting is to attract as many facts as
possible to more fully assess the complexity of the problem under discussion, as well as
to involve those present in the process of solving the problem. Of course, the presenter
must have his own point of view on the situation, but it is necessary to know the point of
view of others to understand whether they are right or not in their understanding of the
problem. If someone else's point of view is correct, the leader of the meeting can change
his view of the situation. If colleagues are wrong or miss something significant, he can
report the missing facts. Well-posed questions are an excellent tool to steer the meeting
in the right direction.

During a business meeting, it is very important to monitor its progress. To do this, the
Manager should:

1. To remain in the neutral position. This has a positive effect on the emotional state of
those present.

2. Keep the conversation going.

3. Take immediate action in case of emotional stress.

4. Listen to the opinions of all opponents.

5. It is intolerant to treat excursions into the past and to deviations from a subject.

6. If necessary, clarify the messages of individual participants :" what exactly do you
mean?".

7. More often to sum up intermediate results in order to demonstrate to participants that
they are already close to the goal.
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If any of the participants in the meeting feel an irresistible urge to argue, the leader
should remain calm and allow the group to refute the contender's claims. Overly
loquacious disputants should be tactfully interrupted without listening to their speeches
to the end - as a rule, the benefits of such speeches are few. If you have to deal with a
negativist ( a person who likes to contradict), you need to recognize and evaluate his
knowledge and experience. Shy participants are encouraged to ask simple questions, to
strengthen their confidence in their abilities. If the disputant is constantly asking
questions instead of making suggestions, his questions should be addressed to the group.

In order for a business meeting to be fruitful, the Chairman must have the technique of
conducting discussions.

First of all, we must strive to conduct group discussion in a civilized manner. This implies
the presence of delicacy in the relations of the disputants and, therefore, excludes the
use of such means of argumentation of their point of view as ridicule, interruption of
opponents, sharp attacks on them. It is necessary to watch especially carefully that the
business dispute between the participants was definite and had time limits, as well as to
avoid personal clashes. The terminology of the dispute should be clear to all present.

When preparing for the discussion, it is necessary to make at least the most General plan
of the struggle for the truth, to choose the most weighty arguments. Especially
impressive are the precise digital data, which can not be refuted.

Decision making consists of five stages:
(a) establishing contacts

b) definition of the problem

C) definition of objectives

d) statement of thoughts

e) readiness for action.

1.2 Basic rules of business meeting

First of all, each leader should define the main goals that he intends to achieve with this
method of work before the meeting. Meetings can be held to solve production problems,
training and education of subordinates, the appearance of intensive work (as can be



evidenced by frequent meetings), the manifestation of the head of their own qualities
(organization, communication skills, commitment, etc.). A clear goal setting half
guarantees the success of the meeting.

Second, the Manager must determine the type of meeting he plans to hold. It can be
informational or instructive, operational, problem meeting.

Information or briefing meeting is used for the transfer of service information. It is
advisable to use them in case of lack of time for written orders or if the head wants to
emotionally influence subordinates. If time permits, it is better to provide information in
writing, as it takes less time to master. In addition, the read information is acquired is
better than perceived by ear.

The purpose of operational meetings is to provide management with information on the
current state of Affairs, to make operational decisions and to monitor their use.

Problem meetings are meetings aimed at finding optimal solutions, presenting economic
problems for discussion, considering promising development issues, discussing
innovative projects.

The next step in holding a meeting is timing. Psychologists have noticed that meetings
held strictly on schedule with a pre-specified date and hour, are more productive. It is
recommended to schedule meetings for the first half of the working day.

Unscheduled meetings are recommended to be held as rarely as possible. They detach
employees from the main work, dramatically reduce the culture of official relations, often
lead to violation of planned deadlines.

Regardless of the scheduling of the meeting, the head should follow the basic rule for the
preparation of events of this type: to acquaint all participants in advance with the goals,
objectives, list of issues under consideration, list of speakers. Failure to comply with this
rule leads to a decrease in the effectiveness of the meeting, disruption of relationships in
the team.

One of the most difficult and important issues in the preparation of the meeting is the
planning of the leader's own speech. When sketching a message, it must be remembered
that at a normal rate of speech, no more than one page of typewritten text can be retold
in two minutes. It is necessary to use digital information very carefully. As a rule, no more
than 20 figures per 40 minutes of speech are well perceived and analyzed. It is better to
present digital information in writing: in tables and graphs.



The speaker is required to recite the substance of the case from memory or with partial
reliance on the text, rather than read it. The absorption of the free presentation of up to
95%, and when reading only 35%. The speaker should eliminate excessive stretch or
excessive haste of speech, controlling its rhythm. A tempo of 240 syllables per minute is
considered acceptable. Special attention should therefore be paid to pauses. They in
speech occupy 10-20%. According to their purpose, pauses are of different types and
duration.

Of great importance is the correctness of the presentation of the material. Literacy, logic,
emotional coloring - all this is a prerequisite for any office contact.

Also of great importance during a business meeting is the tone of the conversation.
Psychological studies show that people often focus not on the content of the statement,
but on the tone of the speaker. The emotional excitement of the speaker is transmitted to
the audience.

Psychologist P. Vaclavek determined that in the process of solving any problem,
interpersonal relationships play a dominant role. If relations between people are broken,
even the best arguments do not lead to a positive result. This phenomenon is commonly
referred to as the"iceberg model". If all the parameters that affect the solution of the
problem are taken as a "large ice floe" - 100%, then "part above the water" (10-20%) -
occupies the subject area, and "in the water" (80-90%) - the area of relationships. In
order to avoid the action of this phenomenon, as well as simply to reduce it, one of the
rules in the educational materials of the Educational Institute of the Volkswagen company
is to focus on the purpose of negotiations, conversations, meetings, and not on the
problem, on the recognition and development of common interests, patience and
sincerity. Secrets of a skillful leader / Comp. I. V. Lipsits.- Moscow: Ekonomika, 1991

Having analyzed not effectively carried out business conversations, meetings, meetings,
negotiations, psychologists, as the main reasons interfering with productive
communication, allocate the following:

a) the use of offensive, incorrect words, various barbs;

b) attempts to interpret the words of another person (for example :" you are silent
because you have nothing to say");

C) the use of various kinds of metaphors (for example: "You blush like a tomato", and in
response: "and you could not compare me to anything better");



d) use of the words "always", " never";
e) attributing unspoken thoughts to another (e.qg., " you think...");
(e) use of direct instructions.

Having systematized all the material necessary for the meeting, having analyzed all the
nuances of the effectiveness of his speech, the head should determine the style of the
upcoming event.

1.1 OcHOBHbIE 3aA4a4M opraHM3sauum OesioBoro
coBelWlaHuA

OAHa 13 OCHOBHbIX 3a4a4y BeAyLlero 0esioBOro CoBeLaHns - MpMBJieYb Kak MOXHO
bosnblie hakToB, 4TOb6bI 60/1€€ MOJSIHO OLUEHNTL CIOXKHOCTL 0O6Cy )Xagaemon npobnemsl, a
TakK>Xe BOBJIeYb MPUCYTCTBYIOLWMX B NMpouecc peweHnsa npobaemsl. KoHe4yHO, y BegyLero
DOJIKHa BbITb CBOSI TOYKA 3PEHMSA Ha CJIOXKUBLLYIOCA CUTyauuto, HO He06Xo0AMMO 3HaTb U
TOYKY 3peHUs Apyrux, 4Tobbl MOHATbL, MPaBbl OHX UM HET B CBOEM MOHUMAHNN
npobnembl. ECn BepHa Yy>Kas TOYKa 3peHUs, BEAYLNIA COBELLAHNS MOXKET U3MEHUTDb
CBOM B3rnsa4 Ha cuTyauuto. Ecnm Kkonnerm He npaBbl UM YNYCKaOT YTO-TO
CyW,eCcTBEHHOE, OH MOXET coobLunTb HegocTawwme pakTbl. MpaBUbHO NOCTaBNEHHbIE
BOMPOCHI - MPEKPACHbIN MHCTPYMEHT A1 Toro, 4Tobbl HanpaBUTb COBELLLAHNE B HY>XKHOE
pycno.

B npouecce npoBeneHNs Aen0BOro CoBeLLLaHNs 04eHb BaXKHO KOHTPOJIMPOBATbL €ro xom.
Ina 3Toro pykoBoamTento crenyer:

1. OcTaBaTbCs Ha HENTPaAJIbHbIX NO3NLUAX. ITO MOJIOXKNTESIbHO BO3AENCTBYET Ha
3MOLUMOHasIbHOE COCTOSAHME NPUCYTCTBYIOLWLKNX.

2. MoCTOSAHHO NMoAnepP)XXMBaTb Pa3roBop.

3. HemenneHHo NMPMHMMaTb Mepbl B CJly4Hae BO3SHUKHOBEHNA SMOLIMOHAJIbHOI O
Harnpsa>xeHun4.

4. BblcnywBaTb MHEHNA BCeX OMNMOHEHTOB.

5. HeTepI'II/IMO OTHOCUTBLCA K 3KCKYpPCaM B npoLuioe n K OTKJIOHEHUAM OT TeMbl.



6. Mpn HeobXOAMMOCTN YTOYHATL COOBLLIEHNSA OTAEbHbIX Y4aCTHUKOB: «4TO NUMEHHO Bbl
nMeeTe B BULAY?».

7. Hauwe noaBoaAnNTb NMPOMEXYTOYHbIe UTOrK, ANA TOro 4TObbI npoaeMoOHCTPUPOBATb
Y4aCTHMNKaM, 4HTO OHUN yXXe 61M3KK K uenn.

Ecnn KTo-n1nbo 13 y4aCTHUKOB COBELLLAHUNS UCMbITbIBAET HEMNPEOA0/IUMYIO TATY K CRopY,
PYKOBOAUTENIO C/ieayeT, COXPaHMB HEBO3MYTUMMOCTb, MO3BOJIMTL FPYMMne onpoBepraThb
yTBEPXOEHNS cnoplinKka. N3auLwHe c/IoBOOXOT/IMBLIX AMCMNYTaHTOB HEOHX0AMMO
TAKTUYHO NpepbIBaTb, HE BbIC/yLLUMBASA UX PEYM A0 KOHLA, - KaK NPaBuio, Nosb3bl OT
TaKUX BbICTYMJIeHUI HEMHOro. Ecnn npuxoanTcst UMeTb AeN0 C HEraTUBUCTOM (T.e. C
4eNI0BEKOM, KOTOPbIA NOOUT NPOTUBOPEUYNTL), HY>XKHO MPU3HATb N OLLEHMUTb €ro 3HAHUA U
ONbIT. 3aCTEHYMBbLIM YYAaCTHMKAM peKoMeHOyeTCs CTaBUTb HECI0XKHbIe BOMPOCHI,
YKPEMNUTb UX YBEPEHHOCTb B CBOUX Chax. ECM AMcnyTaHT HeNpecTaHHO 3aaeT
BOMPOChI, BMECTO TOro YTOObI BbICTYMNaTh C NPeaIoKEHUSIMU, ero BONPOChkl cieayeT
afipecoBaTb rpynne.

YT06bI EenoBoe coBellaHne OblJ1I0 MN0A0TBOPHbLIM, NpeacenaTeNbCTBYOWNA O0KEH
BNlafleTb TEXHUKOW NMpoBesieHns OUCKYCCUN.

Mpexxae BCcero, Hafgo CTPEMUTLCSA BECTU FPYyNMNoBY0 ANCKYCCUIO LIMBUIN30BAHHO. DTO
npegnonaraeT Ham4yne AeNMKaTHOCTN B OTHOLWEHUAX OUCNYTAaHTOB U, C1Ie80BaTesbHO,
NCKJIl0YaeT UCNOJIb30BaHNE TaKNX CPeACcTB apryMeHTaumMm CBOen TOYKN 3peHns, Kak
HaCMeLLKW, NpepbiBaHME OMNMOHEHTOB, pe3kKue BbinaAbl B UX agpec. Hy>xHO ocobeHHO
BHMMATENIbHO CleAnTb, 4TOObl Ae/I0BO CNop Mex Ay yYacTHMKamu 6bin onpeneneHHbiM
N Mes BPEMEHHbIE FPaHULbl, @ TakXXe 3a TeM, 4Tobbl He [0MNYyCKaTb JINYHbIX
CTOJIKHOBEHM. TepMUHOMOrna crnopa AoJ/KHa ObiTb MOHSATHA BCEM NPUCYTCTBYHOLLMM.

Mpyn NOArOTOBKE K AUCKYCCUM CnefyeT COCTaBUTb XOTA Bbl caMbin o6wimnin nnaH 6opbbbl
3a UcTuHy, nogobpaTtb Hanbosnee BecoMble aprymeHTbl. OCOOEHHO BNeYaTNAT TOYHbIE
UMpoBble AaHHbIE, KOTOPble HEBO3MOXXHO OMPOBEPIrHYTh.

MpUHATUE pelleHns CKNaabiBaeTCcs U3 NATU 3Tanos:
a) YCTAHOBJIEHME KOHTAKTOB

0) onpepeneHne npobnemsol

B) onpeneneHue uenen

) N3/I0XKEHNE MbIC/IEN



) TOTOBHOCTb K AeNCTBUIO.

1.2 OCHOBHbIE NpaBuJia BeaeHua 0esioBoro
coBeLllaHuna

Mpexxae BCero, Ka)Kablh PyKOBOAUTENb A0 NMPOBEAEHMNSA COBELLAHUSA O0/IKEH
onpenennTb OCHOBHbIE Lenn, KOTopble OH cobupaeTcss A0CTUYb C MOMOLLbLIO 3TOro
MeTona paboTbl. CoBELLAHMNA MOIYT NPOBOANUTLCS AN PeLleHUs MPON3BOACTBEHHbIX
3a4a4, oby4eHuns n BOCNNTaHUA NOAYNHEHHbLIX, BAOUMOCTU MHTEHCUBHON paboTbl (0 4eM
MOryT CBUOETENbCTBOBATh YaCTble COBELLAHNSA), MPOSBJIEHNA PYKOBOOUTENEM
COBCTBEHHbLIX Ka4yeCTB (OpraHM30BaHHOCTU, KOMMYHUKabenbHoOCTH,
LeneycTpeMsieHHOCTM 1 T.4.). YeTKasa MoCTaHOBKaA LESN HanoJIOBUHY rapaHTupyeT
ycrnex coBeLllaHums.

Bo-BTOpPLIX, PYKOBOAUTESb OOJIKEH OMpPenenTb BUA COBELLAHWS, KOTOPOE OH
NJaHUPYeT NPoBOANTb. DTO MOXET ObiTb MHPOPMALIMOHHOE NN NHCTPYKTUBHOE,
ornepaTuBHoe, NpobsieMHoe coBellaHue.

NHhopMaLMOHHOE NN MHCTPYKTUBHOE COBELLLaHNE CYXXUT AN nepenaym ciyxebHom
nHpopMaumn. Nx uenecoobpasHo NCMOb30BaTh B CJlyHae OTCYTCTBUS BPEMEHUN OIS
MUCbMEHHbIX PACAOPSXKEHUN UKW NPU XKENAHUN PYKOBOAUTENS SMOLIMOHAIbHO
BO34EeNCTBOBATb Ha NMoAyYMHeHHbIX. ECnn no3BonsieT Bpems, MHGopMaL Mo nyylle
npenocTaBMTb B MMCbMEHHOM BUAE, TaK KakK Ha ee 0CBOEHWE 3aTpavymMBaeTCs MeHblUe
BpemMeHn. Kpome Toro, NnpoyYnTaHHas MHopMaLna yCBaMBaeTCS Nyylle, YeMm
BOCMPUHATAN Ha CNyX.

Llenbto onepaTuMBHbIX CoBeLlaHUn ABNaeTCS rnoJlydyeHme pykKoBoaCcTBOM UHGOpMaLMuM o
TeKyweM COCTodHUNM Aaesn, NpnHATUnE onepaTuBHLIX peLLIEHI/IVI N KOHTPOJIb UX
ncnoab3oBaHNA.

MpobneMHble coBelaHns - 3TO COBELWaHNs, HanpaBJieHHbIE Ha MOUCK ONTUMabHbIX
peLleHnin, BbiIHeCeHe Ha 0b6Cy X aeHne X039NCTBEHHbIX NpobaieM, pacCMOTpeHne
NnepcneKTUBHbIX BOMPOCOB pa3BuTus, 06Cy>XaeHne NHHOBALMOHHbLIX MPOEKTOB.

Cnepylowmm WwaromM B NpoBefeHnNN coBellaHmns asnaeTcsa Bbibop BpeMeHu. Mcruxonoramm
6b110 3aMeyYeH0, YTO COBELLLaHMSA, MPOBOAMMbIE CTPOro No rpadurky C 3apaHee yKa3aHHOM
[ATON N YacoM, aBnstTCca 6onee NpoayKTMBHbLIMU. [py 3TOM peKoMeHayeTCs
NJIaHMPOBaTb COBELLAHNS Ha NEPBYIO MOJOBMHY paboyero gHs.



BHemnnaHoOBbIe COBELLLAHNA PEKOMEHAYETCS NPOBOANTL KaK MOXKHO pexxe. OHM OTpbIBaloT
COTPYAHMKOB OT OCHOBHOW paboThbl, pe3KO CHUXXAKT KYNbTYpPYy CNY>KEOHbIX OTHOLLIEHUN,
4acTo BeAYyT K HapyLLUEHMUIO NJTaHOBbIX CPOKOB.

He3aBMCUMO OT NJIAHOBOCTU NPOBEAEHNS COBELLLAHUS PYKOBOAUTENEM A0JIXKHO ObITh
BbIMNOJIHEHO OCHOBHOE MPaBWJIO MO NOAFOTOBKE MEPONPUATUIA TaKOro TUMa: 03HAKOMUTb
3apaHee BCeX YYACTHMKOB C LieNnsaMu, 3afla4aMin, NepevyHeM paccMaTpMBaeMbiX BOMPOCOB,
CMMCKOM BbICTYMaoLWMX. HEBLINOSIHEHME 3TOr0 NMpaBusia BeAeT K CHUXEHUIO

3 PEKTUBHOCTM COBELLLAHNSA, HAPYLLUEHMIO B3aUMOOTHOLLEHN B KOJIJIEKTUBE.

OLHUM M3 CaMbIX CJIOXKHbIX N Ba)XHbIX BOMNPOCOB B NOAMOTOBKE COBELLaHNA ABIAETCA
naaHUpoBaHMe COBCTBEHHOrO BbICTYNJIEHNS pykoBoauTens. lenas Habpockn
coobuieHns, Heobxoa4MMO NOMHUTbL, 4TO NPU HOPMaAJZIbLHOM TEMMNe peyn 3a ABEe MUHYTbI
MO>XHO nepeckasaTb He bosiee 0QHOW CTPaHULblI MaLUMHOMUCHOrO TekcTa. O4YeHb
OCTOPOXXHO HeobxoaMMo NCNoab3oBaTb LNGPOBYIO NHpOopMaunto. Kak npaBnio, XopoLlo
BOCMNPUHNUMAETCA U aHann3npyeTca He 6onee 20 undp 3a 40 MUHYT BbICTYMNJIEHUS.
Jlydiwe npenogHOCUTL LN POBYIO MHOPMaLMO B MMCbMEHHOM Buae: B Tabnanuax v
rpadunkax.

OT opaTopa TpebyeTcs, 4TobbI CyTb Aesla u3naranacb no NaMAaTM UK C YaCTUYHON
OMOpPON Ha TEKCT, a He YMTanacbk. YcBoeHue npun cBo60aHOM n3510)KeEHUN aocTuraeTt 95%,
a Npwn 4TeHnn Bcero 35%. BoiCcTynawowmm A0>KeH UCKIOYUTb U3JINLIHIOK PacTaHYTOCTb
NN Ype3MEepPHYO NOCMELHOCTb pe4vyun, KOHTpoAnpys ee putMm. NpruemnemMmblM cHUTaeTCA
Temn 240 cnoros B MUHYTY. Ocoboe BHMMaHMe N03TOMY HeobX0AMMO yaensaTb naysam.
OHu B peyn 3aHnMatoT 10-20%. Mo cBoeMy Ha3Ha4YeHMIo nay3bl ObIBAOT pa3HbIX BUOOB U
MPOOO/IKUTENTIbHOCTMN.

Bonblioe 3HaYeHne NMeeT N NPaBUJIbHOCTb CaMOrro U3JI0XKEeHUs MaTepuana.
FPaMOTHOCTb, JIOrMYHOCTb, 3MOLIMOHAIbHAs OKpacka - Bce 3To oba3aTenbHoe ycnoBue
noboro cnyxebHoro KoHTakTa.

Tak »xe 6onblUoe 3HaYeHWe Npy NPOBEAEHUN AEIOBOrO COBELLAHNUA UFPaeT TOH
pa3rosopa. Ncnxonormyeckne nccaesoBaHns NoKasbIBaloT, YTO JIIOAM YacTo
OPVEHTUPYIOTCS HE Ha COAEP)KaHNe BbICKa3biBaHWUSA, @ Ha TOH BbICTYMalOLLLErO.
SMoUMOHanbHoe Bo3by)xaeHne opaTopa NepenaeTcs 1 cayllaTesnsam.

MNcuxonor . BaunaBek onpenennin, 4To B npouecce peweHnsa ntobon npobnemsi
MEXXJINYHOCTHbIE OTHOLUEHUSA UrpatoT JOMUHNPYIOLLYIO POJib. ECNM OTHOLWEHNS Mexay
NIOAbMU HapyLIeHbl, TO fa)Ke Hau/ly4yline apryMeHTbl He MPUBOAAT K MOJIOXKUTESIbHOMY
pe3ynbTaTy. 3TOT (peHOMEeH NPUHATO Ha3biBaTb "Mogensto ancbepra”. Ecnm Bce



napameTpbl, BAVSAIOWME Ha pelleHne rnpobsieMbl, NPUHATL 3a "6onbLuyio nbanHY" - 100%,
To "4yacTb Hag Bogon" (10-20%) - 3aHMMaeT npeaMmeTHas obnacTb, a "B Boae" (80-90%) -
061acTb B3aUMOOTHOLLEHNI. Bo nsbexxaHve oencrens 4aHHOro heHoMeHa, a Takxxe
MPOCTO AJIA €ro CHUXEeHUsA O4HUM N3 npaBua B y4ebHbix MaTepunanax Obpa3oBaTenbHOro
MHCTUTYTa KoMnaHum "donbkKcBareH" asngeTcsa opneHTaumnsa Ha Lenb neperosopos,
becepnbl, coBelwaHns, a He Ha Npobnemy, Ha pacno3HaBaHue 1 BbIPaboTKy 06LLNX
MHTepecoB, TepneHne N NCKpeHHoCTb. CekpeTbl ymenoro pykosogutens / CocT.
N.B.Jluncuu.-M.:9KoHoOMuMKa, 1991

MpoaHann3npoBaB He 3(PPEKTUBHO NpoBeaeHHble OeNoBble becenbl, coBelaHns,
3acefaHund, neperosops.bl, NCNXosiorn, B Ka4yecrtee OCHOBHbLIX MPUYNH, MeLLalOLWNX
npPpoOyKTUBHOMY obLieHunto, BbiAensaoT cnepywline:

a) ncnosib3oBaHue obuAHbIX, HEKOPPEKTHbIX CJ/I0B, PA3J/INYHbIX KOJIKOCTEN;

6) NONbITKM MHTEPNPETNPOBaTb CQIOBa APYroro yenoseka (Hanpmumep: "Tbl MONYULLb,
noTomy 4To Tebe Hevero ckasaTb");

B) NCMOJIb30BaHMe pa3sindHoro poaa Metadgop (Hanpumep: "Tbl KpacHeellb, Kak
nomMmmaop", a B oTBeT: "A Tbl HA C YEM NyHLLe HEe MOl MeHs CPaBHUTL");

r) ncrnosib3oBaHue cnos. "Bcerpa”, "HuUKorpa";
) NpunncbiBaHMe APYroMy HeBbICKa3aHHbIX UM Mbicien (Hanpumep: "Tol AyMaelws...");
€) ucnosib3oBaHue NPAMbIX YKa3zaHUN.

CnctemaTm3npoBaB BeCb MaTepuan, HeobxoauMbI ONns npoeeneHmMA coeellaHnA,
npoaHaan3npoBaB BCe HOAHCbl 3P (eKTUBHOCTN CBOEro BbICTYMJIEHNA, PYKOBOAUTENb
OOJIXKeH onpenesqintb CTUJb npenctodwero MeponpmnaTnA.



