
Participating in meeting



1. Follow the agenda
2. Active  participation
3. Avoid talking too much
4. cooperate
5. Be courteous



Follow the agenda

• Should not come up with new agenda
• focus on the agenda that is being discussed
• be informed about the agenda
• speak the ideas on which you are confident



Active participation

• fully participate in the meeting
• make the participation meaningful
• talk only when you can contribute
• confidently speak on the agenda



Avoid talking too much

• think about the other participants also
• talk relevant things only
• be reminded about the devised time 
• never focus on personal issues



cooperation

• become successful with the cooperation
• respect the leader
• focus on org. goal
• show intense curiosity



Be courteous

• be courteous to other members
• respect others’ rights 
• let other speak
• listen other participants
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