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Description,
A, comprehensive, manual, to, the, business, of, meetingsK, and, a, succinct, and, focused, guide, to, the,
formal,and,informal,proceduresW,

The Meetings Handbook: Formal Rules and Informal Processes iskakcomprehensivekmanualktokthekrulesk
andkformalkprocedureskofkmeetingsFkaskwellkaskakusefulkguidektokunderstandingkthekinformalkprocesseskthatkunderliek
theirksuccessUkThekhandbookkexplainskthekformalkissueskofkmeetingkprocessesFkincludingktheksettingkofkagendaskandk
thekputtingkforwardkofkformalkmotionsFkandkcanvasseskinformalkaspectsksuchkaskpreparatorykworkkandkthekreadingkofk
participants’knonverbalkmessagesUk)tkalsokofferskinsightkintokhowktokchairkmeetingsFkaskwellkaskguidancekonkhowktok
dealkwithkthosekwhokseekktoksubvertkthekformalkrulesUk

&kuniquekaccompanimentktokthekmorekconventionalklegalkbooksFkwhichkactkaskgoodkformalkguidesFkThe Meetings 
Handbook alsok providesk supplementaryk examplesk ofk constitutionsFk agendasFk minutesk andk ank ethicalk codeUk )nk
orderktokmakekthekmaterialkreadilykuseableFkthekbookkiskdividedkintoksectionskthatkmaykactkaskstandValonekguidesktok
specifickmeetingskissueskandkstrategiesFkthuskmakingkitkthekperfectktoolkforkthekbusykprofessionalUk

Readership:,ThiskvolumekiskintendedkforkthosekdirectlykinvolvedkinkbureaucracykandkthekrunningkofkitkVkmembersk
ofk corporationsFk thinkk tanksFk governmentsk andk nonVgovernmentalk organisationsFk andk whok arek consequentlyk
interestedkinkmeetingskproceduresFkregulatoryVtypekpoliciesFkethicskandkgoodkcorporatekgovernanceUk

Contents,
#istkofkTables$k&cknowledgements$k)ntroduction$kPartkOne/kStructuralkXssentials$kPartkTwo/k)nformalkProcesseskandk
Socialk Matters$k Partk Three/k Xthics$k Partk Your/k Samplesk ofk Relevantk Papers$k Partk Yive/k Thek Yormalk Rules$k
References$k)ndexk

About,the,Authors
Ronald D. FranciskiskakProfessorialkYellowkatkthekSchoolkofk#awkatkVictoriakUniversitykinkMelbourneUk(ekhaskformalk
qualificationskfromkthekUniversitykofkNewkZealandFkthekUniversitykofkMelbournekandkthekUniversitykofkJambridgeFkatk
whichkhekhaskheldkfourkVisitingkYellowshipsUk(ekiskakYellowkofkthekKritishkPsychologicalkSocietyUk

Anona F. Armstrongk&MFkY&)JWFkY&PSFkY&XSk iskProfessorkofk+overnancekatk thekVictoriak#awkSchoolFkandk isk thek
formerkWirectorkofkthekJentrekfork)nternationalkJorporatek+overnancekResearchkinkthekYacultykofkKusinesskandk#awFk
VictoriakUniversityUk

Pub Date: OctoberkkkkkkDCBG
Binding:,Paperbackk
Price:,£D0kZkIk2Ck
ISBN:,53£C£03D£20B£k

Extent: B£2kpagesk
Size: DD5kxkB0DmmkZk5kxk1k

Category: KUS)NXSSkqkXJONOM)JSkZk
KusinesskJommunicationkZkMeetingskqk
Presentationsk
BISAC,code:,KUSCC3CBCk
BIC,code: |@Pk

Rights,Held:,Worldk

The,Meetings,Handbook,
YormalkRuleskandk)nformalkProcessesk
Ronald D. Francis and Anona F. Armstrong

Ordering,in,the,UK/Rest,of,the,World, Ordering,in,North,America
MarstonkKookkServicesk Kooksk)nternationalk
PUOUkKoxkD15k PUOUkKoxk1C0k
&bingdonFkOxfordshirek (erndonFkV&kDCB3DVC1C0k
OXB2k2YNFkUnitedk|ingdomk UnitedkStatesk
Tel/k:22kLC;BDG0k210033k Tel/k:Bk3CGk11BkB03Ck
Yax/k:22kLC;BDG0k210001k Yax/k:Bk3CGk11BkB0CBk
directUorders6marstonUcoUukk bimail6presswarehouseUcomk
tradeUorders6marstonUcoUukk

30V31kKlackfriarskRoadk|k#ondonkSXBk£(&k|kUnitedk|ingdomk|kTel/k:22kLC;DCk32CBk2DCCk|kYax/k:22kLC;DCk32CBk2DCBk
D22kMadisonk&veUk’BB1k|kNewkYorkk|kNYkBCCB1k|kUnitedkStatesk|kTel/k:Bk121k3G1k35C£k|kYax/k:Bk121k£G5kD5G2k

info6wpcpressUcomk|ksales6wpcpressUcomk|kpublicity6wpcpressUcom
wwwUanthempressUcom 


