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Introduction

Committee meetings are essential for decision-making
and strategy development in any organization. How-
ever, they can often be inefficient and unproductive.

Effective meetings ensure alignment with organiza-
tional goals, foster collaboration, and maintain mem-
ber engagement.

This guide will explore the importance of effective
committee meetings and how digital tools can trans-
form them into productive and efficient sessions.

Whether you are a committee member or meeting administrator, leverag-
ing digital tools can maximize your meetings’ impact and drive organiza-
tional success.

Chapter 1: Setting the stage for succe

Traditional vs. digital

Traditional meetings often struggle with inefficiencies and low productivity, which can slow down
progress and cause misalignment within the organization.

Effective meetings are vital for aligning with organizational goals, encouraging meaningful collabora-
tion, and keeping members engaged.

Switching to digital meetings gives us a chance to overcome common problems like time manage-
ment issues, poor communication, and logistical challenges.
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Some of the benefits of papaerless meetings

Shifting from a paper-intensive workflow to paperless

» Control over the agenda proposals

v

Electronic voting
Increased security of information distribution

v

» Simple document search
Automatised process for accepting proposals

v

P Minimised likelihood of a human error

Selecting the right participants

While the committee has fixed members, it's sometimes necessary to include additional participants
who possess specialized knowledge pertinent to specific topics. Each participant should have a clear
role, whether it's providing input on particular issues, making decisions, or facilitating discussions.

By carefully choosing participants and defining their roles, you can ensure that the meeting is fo-
cused, efficient, and productive.
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Chapter 2: Planning and preparation

Creating an agenda

Components of a well-structured agenda

A well-structured agenda is the backbone of a successful committee meeting. It provides a clear
roadmap for the meeting, ensuring that all key topics are covered and that time is managed effec-
tively.

P Key Topics: List the main topics or issues to be discussed.

P Time Allocation: Assign a specific amount of time for
each topic to keep the meeting on track. S

»  Presenter or Lead: Identify who will lead the discussion
for each topic.

P Supporting Materials: Include any documents or resourc-

es needed for the discussion.

At the heart of crafting an effective agenda lies the crucial task
of gathering proposals from committee members.

The ability to collect proposals digitally streamlines the entire
agenda-setting process

Scheduling the meeting

Choosing the optimal time and date

Selecting the optimal time and date for a committee meet-
ing is crucial for maximizing attendance and participation.

Consider factors such as participants’ availability, time
zones, and workload.
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Distributing pre-meeting materials

Distributing pre-meeting materials in advance is
essential for a productive meeting.

Providing documents, reports, and other rele-
vant materials beforehand allows participants to
review and prepare, leading to more informed
discussions.
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Digital tools facilitate this process by enabling
the easy sharing and accessing of documents
online.

These tools ensure that all participants have the
latest versions of necessary materials, helping
to create a well-prepared and efficient meeting
environment.

Importance of pre-meeting documentation

Uploading and sharing documents securely

Pre-meeting documentation plays a pivotal role in
ensuring that committee meetings are productive

and focused.

Digital tools allow for secure uploading and sharing
of documents, ensuring that all participants have ac-
cess to necessary materials before the meeting be-
gins. This not only saves time but also enhances col-
laboration by enabling everyone to review the same

information simultaneously.



Document approval process

Digital tools facilitate paperless distribution of meeting documents, reducing environmental impact
and logistical challenges associated with printing and distributing paper copies.

Documents can be accessed from anywhere, at any time, ensuring that participants can prepare
effectively regardless of their location.

It is important to note that often documents need to be approved by the committee. Therefore, this
functionality serves as just the

Digital preparation and management software can save up
to 70% of the time typically spent on meeting preparation.
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Chapter 3: Conducting the meet;

Facilitating the meeting

Effective meeting facilitation is key to ensuring
that discussions are productive and decisions
are made efficiently.

Key tips include setting clear objectives, man-
aging discussions to stay on topic, and encour-
aging active participation from all members.

Digital meeting platforms offer various tools for

Vioting (absolute majority - public)

Pero Peric VOTER COUNT 5
Marko Markié PRESENT VOTER COUNT 5
Ivan Ivanié PARTICIPANTS VOTED 0
Katarina Katic APPROVED 1]
Goran Goranovic NOT APPROVED 1]

ABSTAINED 4]

engagement, such as voting, and collaborative
document editing.

These tools promote active participation and
feedback during the meeting, enabling mem-
bers to contribute ideas and insights instantly.

Utilizing these features enhances interaction and
decision-making processes, fostering a more
dynamic and inclusive meeting environment.

Managing time and keeping the meeting on track

Time management is critical for conducting efficient meetings.

Digital tools assist in managing time by displaying the agenda with suggested time slots. This helps
in maintaining focus and ensuring that discussions remain within the allotted time frame, maximizing

productivity and achieving meeting objectives.
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Encouraging participation and collaboration

Techniques to foster inclusive discussions

To foster inclusive discussions, encourage active listening, respect diverse opinions, and use tech-
niques like round-robin or brainstorming.

Digital meeting platforms support inclusivity by providing features that allow equal opportunity for all
participants to voice their thoughts, ensuring that everyone feels valued and heard.

Minutes of meeting and acknowledging contributions

Documenting contributions during meetings is essential for accountability and continuity. Accurate
meeting minutes capture decisions made, action items assigned, and any unresolved issues.

Digital tools streamline easy distribution of meeting minutes post-meeting, ensuring that participants
have a clear record of discussions and commitments.

Documenting the meeting

Accurate meeting minutes serve as an of-
ficial record of discussions, decisions, and
actions taken during the meeting.

They provide clarity on outcomes, respon-

distribution process by
allowing minutes to be

sibilities, and timelines, serving as a refer-
ence for future meetings and follow-up
activities.

After the meeting, sharing minutes
promptly with all participants ensures
transparency and accountability.

shared electronically, en-

suring that all stakeholders

receive the same informa-
tion simultaneously.

Digitalized task assignment,
can maximize track
progress, and prepare
for follow-up discussions

effectively.
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Chapter 4: Follow-up and executi

Assigning and tracking action items

Decisions as the meeting result

In committee meetings, decisions are made and formally adopted. Effective communication of ad-
opted decisions helps maintain clarity, accountability, and smooth implementation.

Clear assignment of tasks and responsibilities
Following a committee meeting, it is crucial to assign action items clearly to ensure accountability

and progress. Clearly defining tasks and responsibilities helps in avoiding misunderstandings and
delays in execution.

Using software for task management and automation

Digital tools designed for task management and automation streamline the process of assigning and
tracking action items. These tools facilitate assigning tasks, setting deadlines, and sending reminders
automatically, ensuring that tasks are completed on time and efficiently.

Monitoring progress and deadlines

Monitoring progress and deadlines is essential to ensure that action items are completed as planned.
Digital task management tools provide visibility into task status, allowing stakeholders to track prog-
ress in real-time and address any issues promptly.




Reviewing meeting outcomes

Analyzing the success of the meeting
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Analyzing meeting outcomes helps in evaluating the effectiveness of discussions and decisions
made. Assessing whether meeting objectives were met provides insights into areas of success and

areas needing improvement.

Maintaining records

Organizing and storing meeting re-
cords

Organizing and storing meeting records sys-
tematically is essential for reference and audit
purposes.

Digital platforms offer centralized storage for
meeting minutes, agendas, and related docu-

ments, ensuring easy access and retrieval.

Ensuring compliance and security

Maintaining meeting records securely is critical

for compliance with organizational policies and
regulations.

Digital platforms provide secure access controls,
and audit trails to protect sensitive information

and ensure data integrity.

Benefits of a centralized digital archive

A centralized digital archive offers several ben-
efits, including improved accessibility, reduced
paperwork, and enhanced collaboration.

It facilitates seamless information sharing across
teams and departments, promoting transparen-
cy and efficiency in organizational operations.



BOARD
poINt

Chapter 5: Leveraging digital
meeting software

BoardPoint

Software solution for organizing and managing meetings

Step up your decision-making process. Make it more efficient for session participants and for admin-
istrators.

Make decisions based on relevant information more quickly and simply at lower costs.

Manage proposals, meetings or sessions, tasks and their implementation from one central location.
Owing to high security standards, you decide which information is visible to which process partici-
pants and in which moment. Forget piles of paper on your desk. Simply monitor all activities on your
tablet or desktop computer and reduce the likelihood of a human error.

Get your free product

\—/ overview!

The transition to paperless meetings was seamless, and BoardPoint has
simplified our task management and document distribution process-
es.

Board and committee members now have instant access to updated
materials, which has improved decision-making and reduced our envi-
ronmental footprint.

. . . . L. Director of Corporate
I highly recommend BoardPoint to any organization aiming to mod- Governance Depart-
ernize it's governance practices. ment in OTP banka d.d.
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