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Formal Meetings 
 

1. Information Sharing Meetings 

When invited to take part in an information sharing meeting, it is not always easy to 

question the need for the meeting. However, if you are the initiator of the meeting, 

you must always do so. Ask yourself why a meeting is the best way - better than any 

other form of communication. 

The reasons may include some, or all, of the following: 

There are too many people involved or it will take too long to see everyone 

individually. 

All decision-makers or decision-influencers can be gathered together, so all 

receive the message/proposal simultaneously and faster decisions are likely. 

'Office politics' are a major factor and an 'open' atmosphere may generate more 

trust and confidence. 

The meeting is deliberately chosen as a means of team building, staff 

motivation or public relations - both within and outside the organisation. 

There is a need to stimulate group enthusiasm and commitment to an agreed 

course of action. 

 

A meeting will raise the importance of the topic in the eyes of the participants. 

  

 

Once you have clearly established the need, it is essential to have a logical model for 

planning and development material for the meeting. 



 

Running Meetings 
Page number 4 of 4 

© Copyright Jeremy Francis 2016 

 
 

Formal Meetings (Cont’d) 
2. Preparing for an Information Sharing Meeting 

Establishing the correct objective(s) is a critical stage in planning an information 

sharing meeting and should always be considered with the meeting’s participants in 

mind. 

 

The objective(s) should be framed into words, written down and edited as necessary 

by asking: 

 

 Is that what I really mean? 

 Does it meet the needs of the participants? 

 

Musts/shoulds/coulds Analysis 
 

 

 

 

 

 

Musts – essential material to meet the objective(s). 

Shoulds – important or valuable material, but not essential. 

Coulds – merely of interest, to be included it time allows. 

In planning the meeting it is vital to prepare a rough draft of all the relevant information 

you think you may need. Preparing a time plan is an important element and you will 

need to select and arrange your material with this in mind. The two diagrams below can 

be used to sort the information in relation to your objectives and the time available for 

the meeting. 

Coulds 

Shoulds 

Musts 


