
Dai l yJump	Start	F i ve-mi nute	meeti ng	stand-up	meeti ng
Hel d	at	the	start	of 	every	day	Dai l y	schedul esand	acti vi ti es	shared	Conducted

standi ng	up	Admini strati ve	matters	ONLY	Nevercancel l ed

Weekl y	Operati onal 	Revi ew

60–90minutes	l ong	Budgets,	dol l ars,	graphs,	charts,	proj ect	pl ans,	and

mi l estonesWeekl y	acti vi ti es	and	metri cs	revi ewed	Tacti cal 	obstacl es	and	i ssues

resol vedDoes	not	i ncl ude	admini strati ve	or	strategi c	di scussi ons	t

Monthl y	Pl anni ng

Maybe	90	mi nutes	to	two	hours	l ong	Bi g-pi cture,	vi si onary,	product	i deas;

creati veendeavors	Cri ti cal 	i ssues	af fecti ng	l ong-term	success	di scussed,

anal yzed,brai nstormed,	and	deci ded	on

Strategi c	Of f -si te	Strategy
i ndustri al trends,	competi ti ve	l andscape,	key	personnel ,	team	devel opment

revi ewed	Hel doutsi de	the	of f i ce	to	avoi d	di stracti ons

Annual 	Al i gnment	Team-bui l di ng
i ni ti ati vesVi si ons	rei nforced	Marketi ng	campai gns	presented	Products	and

company	imagepromoted

FACILITATOR	OR	CHAIRMAN

someone	who	hel ps	a	group	of 	peopl eunderstand	thei r	common	obj ecti ves	and

assi sts	them	to	pl an	to	achi eve	themwi thout	taki ng	a	parti cul ar	posi ti on	i n	the

di scussi on

TOPIC	LEADER	/	PRESENTER
he	or	she	i s	another	manager	or	empl oyee	who	wi l l provi de	the	faci l i tator	wi th	key

i nformati on	about	a	speci f i c	topi c	for	theagenda.	5

MINUTE	TAKER	/	RECORDER

he	or	she	captures	the	essence	of 	what	wasdi scussed	at	the	meeti ng.	He/she	does

not	record	conversati ons	words	for	word.He	doesǹ t	need	to	know	the	name	of 	al l

parti ci pants.
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TIMEKEEPER
he	or	she	supports	the	meeti ng	by	keepi ng	track	of time	and	keepi ng	the	meeti ng	on

schedul e

FULL	T IME	PARTICIPANTS those	who	have	to	stay	the	whol e	meeti ng.

PART	T IME	PARTICIPANTS
are	those	who	do	not	stay	the	whol emeeti ng.	They	can	stay	onl y	duri ng	thei r

presentati on	of 	a	parti cul ar	i tem.

MINUTES
al soknown	as	protocol s	or,	i nformal l y,	notes,	are	the	i nstant	wri tten	record	ofa

meeti ng	or	heari ng

AGENDA Al i st	or	program	of 	thi ngs	to	be	done	or	consi dered;	i t	i s	a	pl an	of 	the	meeti ng

VOTING i s	avery	common	way	of 	reachi ng	a	deci si on	peaceful l y

Open/	Publ i c	voti ng voti ng	methods	i ncl ude	rai si ng	a	hand	to	i ndi cate	a	vote

Cl ose/	Secret	voti ngF ragment

The	most	basi c	form	may	be	bl ank	pi eces	of 	paper,	upon	whi ch	each	voter	wri tes

onl y	hi s	or	her	choi ce.	Wi thout	reveal i ng	the	votes	to	anyone,	the	voter	woul d	fol d

the	bal l ot	paper	and	pl ace	i t	i nto	a	seal ed	box,	whi ch	i s	empti ed	l ater	for

counti ng.

business	meeting	and	business	lunch
Study	this	set	online	at:	https://www.cram.com/flashcards/business-meeting-and-
business-lunch-7392671

https://www.cram.com/flashcards/business-meeting-and-business-lunch-7392671


A	quorum i s	the	mi nimum	number	of 	members	who	are	about	to	vote

BALLOT a	system	of 	voti ng	secretl y	and	i n	wri ti ng	on	a	parti cul ar	i ssue.

BALLOT	BOX a	seal ed	box	i nto	whi ch	voters	put	compl eted	bal l ot	papers.

DEF INE to	state	preci sel y	the	meani ng	of 	(words,	terms,	etc)

DEVELOP
to	el aborate	or	work	out	i n	detai l

DETERMINE
to	settl e	or	deci de	(a	di spute,	questi on,	etc.)	by	an	authori tati ve	orconcl usi ve

deci si on.

OBJECTIVE
somethi ng	that	one's	ef forts	or	acti ons	are	i ntended	to	attai n	oraccompl i sh;

purpose;	goal ;	target:

ATTENDEES a	person	who	i s	present	at	a	speci f i c	time	or	pl ace:
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SCHEDULE
a	seri es	of 	thi ngs	to	be	done	or	of 	events	to	occur	at	or	duri ng	aparti cul ar	time	or

peri od:

SMALL	TALK l i ght	conversati on;	chi tchat.
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