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What are Types of Meetings?
A meeting is when two or more people come together to discuss one or more topics, often in a formal or business setting. 

However, meetings can also occur in various other environments. They serve as a form of group decision-making and 
communication. Meetings may happen face-to-face or virtually, using communication technologies like telephone 
conference calls, Skype, or videoconferences. The term “meeting” encompasses a wide range of gatherings, including:

• Shareholders Meetings:
– Annual General Meeting (AGM):

• Purpose: Held once a year to discuss the overall progress of the company, financial statements, and future plans.
• Quorum: Minimum number of shareholders required for the meeting to be valid.
• Time Gap: Not more than 15 months between AGMs.

– Extraordinary General Meeting (EGM):
• Purpose: Addresses urgent matters that require immediate attention.
• Quorum: Determined by the company’s articles.
• Initiation: Can be called by the board or requisitioned by eligible members.

• Committee Meetings:
– Audit Committee Meeting:

• Discusses financial reporting, internal controls, and audit-related matters.

– Nomination and Remuneration Committee Meeting:
• Deals with appointments, remuneration, and other related issues.

– Other Committee Meetings:
• Specific committees (e.g., risk management, CSR) meet as required.

• Board Meetings:
– Purpose: Board members discuss strategic decisions, financial matters, and company policies.
– Frequency: Regular board meetings occur periodically.
– Quorum: Determined by the company’s articles.

• Debtors Meetings (Customer, Project etc.):
– Purpose: In case of company reconstruction, amalgamation, or arrangement, creditors meet to approve or reject the proposal.

• Creditors Meetings (Vendor, Supplier, Manufacturer, Subcontractors) :
– Purpose: In case of company reconstruction, amalgamation, or arrangement, creditors meet to approve or reject the proposal.

• Debenture Holders Meeting:
– Purpose: Debenture holders discuss matters related to debentures issued by the company.

• Other Types:
– Class Meetings: Specific class of shareholders or debenture holders meet to discuss matters affecting their interests.
– Meetings with the Board of Directors: Various committees interact with the board on specific topics.

Remember, these meetings play a crucial role in corporate governance, decision-making, and transparency within the company.



AI Manager/Director : Plan Meeting 
Meeting Planning: Prepare for meetings faster. 45 seconds is all you need.

OVERVIEW
Why planning?
1. Stay ahead, always
2. Never forget anything
3. Beyond the basic alerts.

Connect meeting with ERP 
Doc and record so that 
meeting trail can be 
maintained to reduce cost

Goal: Every meeting is an expense to company. So minimize meetings and war rooms in company.



Pre-Meeting - Step 1: Invite Team

Standardize: Decide Members to 
be invited in team by default as 
per responsibility for this work



Pre-Meeting - Step 2: Prepare Agenda

Prepare Agenda with Draft MOM



Pre-Meeting - Step 3: Invite Party

Prepare Agenda with Draft MOM

Invite Customer, Supplier or any 3rd party in meeting



Pre-Meeting: Check Daily Briefing System

AI Employees Check upcoming meetings in daily briefing systems and acts accordingly

Meeting Alert: Start your day  knowing what exactly needs to be done.

Get timely reminders for upcoming meetings



Meeting - Step 4: Start Meeting
Conduct your online meeting on Zoom, Meet or Team

e.g. Zoom Meeting Started



Meeting - Step 5: Enter MOM/Transcript

Prepare Agenda with Draft MOM

Prepare Action Items and MOM Minutes of Meeting 

TRANSCRIPTS: Keep a record of your conversations in chat, phone or video call by 
uploading the file along with meeting to keep record of what happened in meeting in past

Share actionable excerpts : Auto Share meeting notes via tickets with just a few clicks. 
Export key points as plain text or share the entire notes page with participants.



Meeting - Step 6-8: Close Meeting

2. Close meeting and auto send copy of MOM to Attendees

1. Use Voice to Text AI Software built in EDGE Browser during meeting to enter 
MOM or Meeting Summary.

MEETING NOTES: Transform your note-taking. Capture only what matters.

OVERVIEW
Why automated meeting 
notes, transcripts, MOM?
1. Engage more, note less 
with voice enabled 
transcripts based notes.
2. Share and access 
customized meeting notes 
MOM effortlessly.
3. Minimize repetitive 
meetings and empower 
those who might've missed 
out the first time.



Post-Meeting: Action Items tickets 
issued to responsible members

Manage your action items anywhere. Check whether done or not before next meeting

Tickets are tracked and checked whether work allotted as per MOM is done or not?.



INSIGHTS: Gain deeper meeting 
insights. Only measure what matters.

Why meeting insights?
1. Gauge participation levels
2. Deep dive into team dynamics
3. Make informed decisions

• FIND TALKING TIME
Encourage equal participation

• SENTIMENT CHECK
Run more balanced meetings 

• SEARCH
Find valuable insights across past meetings

• ANALYSIS
Find how many meetings you did in a project or for some Customer or 
Vendor and keep history of all communication with all stake holders. This 
will also help you fight legal battles more strongly in future if any arise.

• COSTING
Find how many meetings you did and how much time and cost you spent 
on each meeting


