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Meetings are a necessary part of the business. 

You meet to share ideas, make some progress, 

gain some results, move forward, collaborate, 

learn, improve, grow. This is a reason that peo-

ple end up in a ton of meetings every week in a 

professional context. It’s simply the way mod-

ern organizations work these days. Therefore, 

meetings are an integral part of business life. 

But, what isn’t necessary concerning these 

meetings is the amount of time spent arrang-

ing them. Stop for a while and just think for 

a second on how much time you spend on 

planning a single meeting with, let’s say, 4 

people, you need a room with a whiteboard 

and a presentation screen, and you need to 

book some beverages for the meetup as well. 

But, what is not necessary concerning these 

meetings  is the amount of time spent arranging 

them. Stop for a while and just think for a second 

on how much time you spend on planning a single 

meeting with, let’s say, 4 people, you need a room 

with a whiteboard and a presentation screen, 

and you need to book some beverages for the 

meetup as well. Meeting room bookings can be a 

minefield filled with anarchy - just ask your poor 

receptionist or office manager! For organizations 

with a lot of meetings, meeting rooms and espe-

cially meeting rooms located across locations 

and time-zones, finding an available room and 

booking of associated services can be a night-

mare for employees and a real productivity killer.

Statistics shows us that 40 percent of workers in 

large organizations waste up to 30 minutes a day 

searching for space to collaborate, and business 

professionals spend 4.75 hours of a typical work-

week arranging an average 15 meetings per week.

Why is meeting management such a problem? 
 

People forget to look at the calendar. They see 

that the room’s empty so they think it’s free and 

once inside, it can be difficult for anyone else 

to work out who booked the room without in-

terruption. Interruptions kill productivity and 

waste time. Without a clear overview of today’s 

meetings, you waste space and meeting room 

resources, and without an integrated meeting 

room booking tool into your company’s produc-

tivity infrastructure like Microsoft Exchange 

or Office 365 you waste a lot of time and re-

sources on cumbersome processes and con-

text switch between 3rd party applications, to

IN EVERY OFFICE, THERE 
IS A SECRET MEETING 
ROOM BATTLE WAGING
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At a company meeting, organizers are tasked 

with getting a group of busy people together at 

the same time and place. This may involve com-

municating back and forth with attendees via 

email or phone. Once everyone agrees on a time 

to meet, meeting organizers must find a meeting 

room that fits their needs and criteria as well as 

order audiovisual equipment, catering, and oth-

er additional services, register guests at the re-

ception, and ensure the right information about 

the meeting is available for the finance depart-

ment for tax reasons. When they are finished 

coordinating a meeting, meeting planners may 

find that they’ve spent more time scheduling the 

meeting than they’ll spend in the meeting itself. 

Now, count in all the time spent and activities 

supporting a meeting from the different organi-

zational units involved in meetings. Facility Man-

agement needs to ensure that the right amount 

and configuration of rooms are available. Facility 

Service can deliver the right table arrangement. 

The Corporate Kitchen pr vides food, beverages 

or other services for the meeting. The Reception 

needs to keep track of today’s visitors and man-

age check-ins, print out of visitor badges, noti-

fy the host for the meeting about the arrival of 

the attendee, and check-out the guest. Finance 

needs to settle the cost of the meeting or man-

age everything related to tax and cost centers. 

A 1-hour meeting is never just a 1-hour meeting. 

Due to all the related and surrounding activi-

ties to meeting room booking, meeting manage-

ment is a true cross-organizational discipline 

that requires management focus, to ensure you 

don’t waste time on poor processes and kill em-

ployee productivity due to context switch be-

tween systems. Without the right tools that in-

tegrate processes and bind organizational units 

together, you end up with a situation where a 

1-hour meeting is more likely a 5-hour meeting
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It allows not only flexibility in working style, 

but affords the Corporate Real Estate execu-

tive flexibility in their real estate strategy with 

a workplace that allows for contraction and ex-

pansion in demand and headcount over time

For many companies, a flexible workplace envi-

ronment with the right management tools is key 

to their future success. Anything that helps peo-

ple to book and manage hot desks, huddle rooms, 

meeting pods or conference rooms effectively 

and with a constant overview could save thou-

sands of dollars per day and enhance productivity 

instantly harmonizing the needs of both individu-

als and organizations. The Activity-based Work-

place model flips the traditional office model by 

making the open work stations the quiet space 

(as in a library) and the enclosed spaces become 

the places for conversation as well as privacy.

A one-hour meeting is not a one-hour meeting.
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LET US DO SOME 
QUICK MATH

A  company  with 250 employees working 47 weeks 

per year, spending 4 hours per week planning meetings 

loses 47,000 hours of e ployee productivity per year.

That’s a lot of lost cash.
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Do you know how many meetings business pro-
fessionals attend every single week and how 
much time people spend arranging these meet-
ings?

A study conducted by Atlassian suggests that 62 

meetings are attended monthly by most employ-

ees. This is supported by Ovum in collaboration 

with join.me by LogMeIn who report an average 

17 meetings per week for Senior Executives .

Ovum reports:

•	 Eight meetings per week, on average, across 

all employee types and company sizes.

•	 10 meetings per week for all employees 

above junior level.

•	 12 meetings per week for executive manage-

ment and higher.

•	 17 meetings per week for VP, director and 

c-level roles in highly collaborative indus-

tries—such as financial services, technology, 

and media

•	 There is no disruption to your business be-

cause we take care of everything behind the 

scenes and keep your infrastructure clean. 

According to a study conducted in September 

2010, business professionals spend 4.75 hours 

(that is a lot!) of a typical workweek arranging 

meetings (not attending, preparing and arrang-

ing!) including ordering and booking additional 

resources for meetings as well as re-ordering 

and re-arranging associated bookings and ser-

vices while meetings get rescheduled and relo-

cated all the time. This is supported by new re-

search from eShare. The survey of 1,005 office 

workers in the UK revealed that the average 

worker spent one hour nine minutes prepar-

ing for each meeting and one hour 22 minutes 

attending it. That is simply insane. Now add 

the time spent per meeting for the rest of the 

organization to support that single meeting. 

WHAT IS THE CONSEQUENCE FOR THE 
BUSINESS IN LOST PRODUCTIVITY?
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THERE IS ROOM FOR
 IMPROVEMENT!

Learn how to improve employee productivity booking and managing 

meetings, and enhance utilization and organizational processes from 

an integrated meeting management system.

Learn how to become the “Hero of Meetings” in your organization.
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1.	 Know your company’s needs

First things first! Ensure that there is a match 

between supply and demand when it comes to 

available meeting spaces and the technology 

available inside these rooms. Too often we expe-

rience that all meeting rooms are created equal-

ly. Well, to be honest, that is not the case, and 

that is not what you need

First, you need to figure out which types of meet-

ings you have in your organization. Do you have 

a lot of internal meetings, project meetings, 

sales meetings, external meetings, stand-ups, 

video conferences or…? Those different meet-

ing types or purposes define the need you must 

think about when you design and configure your 

meeting rooms 

Which kind of equipment is needed for an ex-

ternal sales meeting, what is the preferred pre-

sentation kind for an internal presentation (do 

you want large screens or projectors? How do 

you want to share content to that screen? Wire-

less HDMI? How is the need for video confer-

encing in your organization? How many rooms 

must be equipped with conference camera?  Are 

you going for video   conferences using Cisco 

or Polycom or are you are Skype for Business 

kind-of-company? 

All these different questions about meetings 

are important to ask and to get a clear over-

view over, since your meeting room layout, 

design, and configuration must support the ac-

tual need in your organization to meet the de-

mand and to get utilized the best possible way.

When this is figured out, you must ensure that 

it’s very easy to book a room that meets the 

user’s request and therefore makes it easy to 

search for rooms that meet these criteria’s

WIN THE LOST PRODUCTIVITY
BACK IN THREE EASY STEPS! 
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See more

Learn how utilizing AskCody can help 
you save up to 80% of your meeting 
prep time online at 

www.askcody.com. �
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https://www.askcody.com/book-your-askcody-demo?hsCtaTracking=70794687-28c3-43b2-82a7-3066da63f2a1%7Cb67a05b0-a10a-4eb4-8c6d-474f9792e18e
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2. Know your people

So, with a good overview of the types of meeting 

you have and a great plan for your meeting room 

layout, it is time to think about who is involved 

in the meeting process in your organization.

When you book a room, do you do it yourself 

or ask your assistant or receptionist to do it 

for you? If you book beverages or refresh-

ments for the meeting, who manages this? If 

guests have to be announced at the reception, 

who does that? If you order a certain table 

arrangement, who takes care of this? When 

managing costs for the meeting, who is tak-

ing care of cost center or tax reports? If man-

agement wants an overview of meeting room 

utilization, who delivers these dashboards?

Make a swim lane diagram to get an overview 

of processes, time spent on different activi-

ties, and systems used. With this little exer-

cise, you get a great understand of where the 

productivity killer is lying in your organization.

3. Know the tools that change
the game

Implement a solution like AskCody to man-

age all processes related to meeting room 

booking and meeting management. A solu-

tion like AskCody can completely change the 

way meetings are booked and managed, and 

how all associated items and resources are 

ordered for meetings across organizations 

and locations – all inside your organizations 

Microsoft Outlook and Office 365. The Ask-

Cody product suite streamlines room booking 

and management and even finding hot desks, 

all aspects of the business that are recognized 

as hurdles to productivity and a waste of time.

AskCody lets people search for and book rooms 

based on availability, the number of people, the 

purpose of the meeting, and in-room equipment 

right inside Outlook, and book and order associ-

ated services along with booking the room, from 

inside Office 365 or Outlook’s familiar interface.

With AskCody, you can provide the flexibility 

your employees need to stay productive and 

hence effectively and efficiently manage their 

time and activities in the modern workplace. 

Now you can ditch 3rd party applications or the 

use of other cumbersome processes like email, 

phone calls or even sticky notes to book meeting 

rooms or services. Everything is now integrated 

into the familiar Outlook and Office 365 inter-

face empowering the employees to achieve more 

with no need of context switch between systems.
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Your organization stands to benefit from the 

implementation of an integrated meeting room 

booking software because meeting room man-

agement processes have a direct impact on your 

overall performance and financial standing. All 

meeting room users free up time to do what is 

important to your business instead of spending 

time on cumbersome, unsynchronized processes

Whether it is a large corporation or a SME, too 

much valuable resources are being wasted in in-

efficient meeting management processes, which 

could be better spent elsewhere. Changing this 

will entail a collective focus on the approach to 

meetings across the business world, but AskCody 

is an all-in-one productivity platform that helps 

you simplify meeting scheduling and conference 

room booking. Save precious time and eliminate 

the nightmare of interruptions during meetings.

With AskCody, it is a great day for meetings! Ask-

Cody helps you create a happier, more produc-

tive and efficient modern workplace while opti-

mizing available resources. With AskCody and 

Microsoft you can win the battle of the meeting 

room with an integrated meeting room manage-

ment suite for Microsoft Outlook and Office 365

WHAT ARE THE  BENEFITS FOR YOUR BUSINESS?
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