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Description 
A comprehensive manual to the business of meetings, and a succinct and focused guide to the 
formal and informal procedures. 
 
The Meetings Handbook: Formal Rules and Informal Processes is a comprehensive manual to the rules 
and formal procedures of meetings, as well as a useful guide to understanding the informal processes that underlie 
their success. The handbook explains the formal issues of meeting processes, including the setting of agendas and 
the putting forward of formal motions, and canvasses informal aspects such as preparatory work and the reading of 
participants’ nonverbal messages. It also offers insight into how to chair meetings, as well as guidance on how to 
deal with those who seek to subvert the formal rules.  
 
A unique accompaniment to the more conventional legal books, which act as good formal guides, The Meetings 
Handbook also provides supplementary examples of constitutions, agendas, minutes and an ethical code. In 
order to make the material readily useable, the book is divided into sections that may act as stand-alone guides to 
specific meetings issues and strategies, thus making it the perfect tool for the busy professional. 
 
Readership: This volume is intended for those directly involved in bureaucracy and the running of it - members 
of corporations, think tanks, governments and non-governmental organisations, and who are consequently 
interested in meetings procedures, regulatory-type policies, ethics and good corporate governance. 
 
 
Contents 
List of Tables; Acknowledgements; Introduction; Part One: Structural Essentials; Part Two: Informal Processes and 
Social Matters; Part Three: Ethics; Part Four: Samples of Relevant Papers; Part Five: The Formal Rules; 
References; Index 
 

 
About the Authors 
Ronald D. Francis is a Professorial Fellow at the School of Law at Victoria University in Melbourne. He has formal 
qualifications from the University of New Zealand, the University of Melbourne and the University of Cambridge, at 
which he has held four Visiting Fellowships. He is a Fellow of the British Psychological Society.  
Anona F. Armstrong AM, FAICD, FAPS, FAES is Professor of Governance at the Victoria Law School, and is the 
former Director of the Centre for International Corporate Governance Research in the Faculty of Business and Law, 
Victoria University. 

Pub Date: June 2012 
Binding: Hardback 
Price: £60 / $99 
ISBN: 9780857284518 
 
Extent: 184 pages 
Size: 229 x 152mm / 9 x 6 
 

Category: BUSINESS & ECONOMICS / 
Business Communication / Meetings & 
Presentations 
BISAC code: BUS007010 
BIC code: KJP 
 
Rights Held: World 

The Meetings Handbook 
Formal Rules and Informal Processes 
Ronald D. Francis and Anona F. Armstrong 

 
 

Ordering in the UK/Rest of the World    Ordering in North America 
Marston Book Services      Books International                 
P.O. Box 269       P.O. Box 605 
Abingdon, Oxfordshire      Herndon, VA 20172-0605 
OX14 4YN, United Kingdom      United States 
Tel: +44 (0)1235 465577      Tel: +1 703 661 1570 
Fax: +44 (0)1235 465556      Fax: +1 703 661 1501 
direct.orders@marston.co.uk                                                                          bimail@presswarehouse.com         
trade.orders@marston.co.uk 
 
 
 75-76 Blackfriars Road | London SE1 8HA | United Kingdom | Tel: +44 (0)20 7401 4200 | Fax: +44 (0)20 7401 4201 

244 Madison Ave. #116 | New York | NY 10016 | United States | Tel: +1 646 736 7908 | Fax: +1 646 839 2934 
info@wpcpress.com | sales@wpcpress.com | publicity@wpcpress.com

www.anthempress.com 
 


