SOP: Booking of Meeting Rooms and Setup of Virtual
Meeting Platforms

This SOP details the booking of meeting rooms and setup of virtual meeting platforms, including the process for
reserving physical meeting spaces, selecting appropriate venues based on meeting requirements, coordinating
schedules to avoid conflicts, and ensuring necessary equipment and amenities are available. It also covers the setup
and configuration of virtual meeting platforms, such as video conferencing tools, managing invitations and access links,
troubleshooting common technical issues, and adhering to organizational communication protocols to facilitate smooth
and efficient meetings.

1. Purpose

To standardize the process for booking meeting rooms or setting up virtual meeting platforms, ensuring efficient
organization, effective communication, and the availability of required resources.

2. Scope

This SOP applies to all employees responsible for organizing and conducting meetings within the organization,
including both physical and virtual meetings.

3. Booking Physical Meeting Rooms

1. Determine Meeting Requirements
o Number of attendees
o Required amenities (e.g., projector, whiteboard, video conference capability)
o Accessibility needs
2. Check Room Availability
o Access room booking software or platform (e.g., Outlook Calendar, internal reservation system).
o Review available rooms matching requirements.
3. Reserve Meeting Room
o Book the room for the desired date and time.
o Confirm reservation with invitation sent to all participants.
4. Coordinate Scheduling
o Check for conflicting bookings or overlapping schedules.
o Adjust as needed in consultation with stakeholders.
5. Ensure Equipment and Amenities
o Verify availability and functionality of required equipment prior to the meeting.
o Arrange for technical support if necessary.

4. Setup of Virtual Meeting Platforms

1. Select Appropriate Platform

o Choose based on organizational standard (e.g., Zoom, Microsoft Teams, Google Meet).
2. Schedule Virtual Meeting

o Create a meeting event with correct date, time, and title.

o Setaccess permissions and security options (e.g., passwords, waiting rooms).
3. Send Invitations

o Share meeting link, dial-in information, and agenda with all participants.
4. Test Platform and Equipment

o Check audio, video, screen sharing, and connectivity in advance.
5. Troubleshoot Technical Issues

o Provide contact information for IT support.

o Have backup options (e.g., conference call line).

5. Communication and Protocols

¢ Adhere to organizational guidelines regarding communications, privacy, and security.
¢ Respect all participants' schedules and notify promptly of any changes.
¢ Document meeting details, including decisions and action items, for circulation post-meeting.



6. Responsibilities

¢ Meeting Organizer: Responsible for planning, booking, setup, and invitation management.

¢ IT/Facilities: Responsible for technical and equipment support as required.

¢ Participants: Required to respond to invitations, check technical compatibility, and notify organizer of any
issues in advance.

7. Revision and Review

¢ This SOP should be reviewed annually or when significant changes occur in meeting procedures, equipment,
or platforms.
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