
How to schedule a meeting and book a room
How you communicate with other colleages 
and how you schedule a meeting?
(overview)

Are there any problems while 
communicating or while 
Scheduling.

Why meeting takes place in first 
place? The purpose of having a 
meeting

How you decide who will 
attend the meeting?

How you decide the time of the meeting 
and the room?

Are there any problems in the 
whole process?
1. while booking the room
2. And after that

Which process takes 
maximum time in your case?
(communicating, 
Scheduling, booking room)

Kunal

Curefit 
Intern

- We generally have slack for 
communication and google calender for 
scheduling and booking the room. 

- Also, we have a dashboard in front of 
every room which shows all the booking 
information in that room (one can book 
from here also) Google calender is properly 
linked with slack and dashboard.

- No issues in communication 
because everthing is done on 
slack.

- There is bot(Galileo) on slack 
attached to the google calender 
which gives all the information as 
to which room is booked and who 
is in the meeting.

- Check vacant slots of people, 
and sometimes we have to 
reschedule the meetings multiple 
times.

- Due to rescheduling many 
people miss mail notification

- Kick off meeting, problem finding 
and brain storm is done with 
stakeholders.

- Multiple discussions with PM and 
sometimes this also involves 
Stake....

- Weekly design meetup 2 times a 
week. He attend but do not 
schedules.

Does not decides who will 
attend the meeting but PM 
does.

Anyone from which the 
information is needed is called 
to attend  if he is not available 
then someone fom the same 
team is called to represent.

Generally decided by people 
availablitty not by room availability.

To choose room : availability, capacity, 
projector and floor in which room is in.

- projector room capacity more 
but people in meeting less so 
creates issue for other metings.

- Sit without booking then have to 
take them out if we have booked. 
Wastage of time occurs.

- desired room not available

Room selection less time.

Time slot choosing takes 
time so I personally talk to 
fix it rather than rely on slack 
conversation

Nikhil

Gojek 
Product 
Designer

- We generally have slack for 
communication and google calender for 
scheduling and booking the room.

- slack channel for each team. Publicaly 
writes on these channels for meetings. No 
problem in communication. Or else mail for 
professionalism

- NP in communication

- choosing  Best possible time is 
the main issue

- asking problem (1 or 2 people) 
long meeting.

- Cross questioning multiple 
people

- Talk to PM about data

- Visual aid needed, then meeting 
happens

- Information extraction not 
easy then I talk to concerned 
person directly

- Check time slot available.

- if urgency, then calendar invite goes 
to mail and people responds their 
availability

- Information comes about the room in 
Google calandar with facilities

- Not available for more people 
then adjusts in some low capacity 
room

- goes to cafeterai if no room 
available

Harshit

PM in HDFC

- We have a internal mail system (Lotus 
note system)also there we can send a 
invite which employee can - respond,
decline,comment, postpone

- Communication altogeher through mailing 
system only. They mail for any type of 
communication and there is no chat 
system. so if they have to contact any other 
person they may call him,whatsapp him or 
go to his seat.

- Location, room, time, mail invitaion send 
agenda in it can attach file

- inforamtion about the specific person is 
mentioned like, designation, name, seat no, 
etc.

- Person not available or invite not 
seen. Call at the time of urgency.

- Do not use calender generally. 
They call and fix meetings

- If you want to update calender 
then specify the reason

- New member does not know 
what are the things done by 
specific person. How to approach 
people and communicate.

- Discusssion lenghty, cannot be 
discussed on phone or need white 
board

- have to tell some outsider about 
things going on (most frequent)

- Repetitive reminder about 
something, then meeting happens 
to directly discuss.

- Company meetings for official 
announcememts

- Ask people who can do this 
work and takes people in loop 
who can do the work. Then 
communicate with them.

- System availability is shown already

- Capacity is shown by the software 
once number of people entered

- People book room for 9-6 and 
do work there. 

- System shows only the current 
booker and not the time range of 
booking and also does not show 
number of people attending the 
meting.

- When booked and cancel then it 
does not updates on the system

- Scheduling takes 
maximum time as they have 
to ask people, their 
availability etc.

Jayant

Product 
designer 
Razorpay

- Communication on slack and meeting 
from Google calendar

- Tags person on slack with whom they 
want to do meeting. Diff channels are made 
like platform design, etc. Person is tagged 
in that particluar channel. If some particular 
person is not in the grp and tagged in it 
then he gets notification and preview. But 
details can be seen after joining grp.

- For multiple people meeting they tag the 
whole channel

- People generally block calendar 
for personal stuff even they can do 
meetings in that time but system 
shows them busy

- Meeting not happening but 
rooms are booked. Room booked 
no people. Room booked less 
people meeting.

- How many are attending not 
shown

- If no common time found, have to 
tag people on slack to ask them. 
Important people are preferred 
they make it optional for others if 
time slot not available

- New project stakeholderand PM 
meeting

- Apollo meeting for big meetings 
40-50 members, scheduled very 
early

- Sync ups meetings very 
frequently.

- Design Critics scheduled for 
daily but members and topic are 
not decided until previous day. 
then room is booked according to 
availability

- According to  Requirement 
approach PM, design manager 
etc.

- Sometime business issues so 
then meeting with them.

- If I have to contaxt some 
team and I dont know whom to 
talk. People tag team and then 
some some volunteer comes. 
or else tag team head who 
then decides the volunteer

- Checks free time of people through 
Google calendar

- Keeps some people optional 
according to requirements

- Open a thread in slack to choose 
time. Mentions people to be involved

- Slots of room not available in 
which people are free.

- less people in big room

- Booking done but no people 
there.

- Assests not available in room

Scheduling takes more time 
and finding out time slot for 
availability.

Lakshya

Microsoft 
Intern

- We use micosoft teams wher there is all 
collaborative tools so I directly cantact my 
mentor and she schedule the meetings.
- Design bay (only for designer) no booking 
they were usually empty.
- User groups were already formed where 
they schedule and post in the group of 
microsoft team. We get reminder there 
itself.

- Manager had no. of meetings 
available so he didn't came.
- message in the project group to 
know the availablity.
- all the information about the 
person's association/ contacts was 
given in microsoft team 

- presentations and personal 
doubts
- PM discussion

- Mentor decides who will 
come linked people with PMs 
and designers associated.

- Available slots of people. They give 
the information 1 week prior to the 
meeting.
- people sits without booking room.(tab 
tells that which meeting is going on or 
coming up)

- Some rooms do not have 
projector.Also sometimes some 
assets were unavailable in those 
rooms and we have to ask in 
other rooms(time taking).

- Seeing the room 
availability.

Vaibhav

Wheelseye 
Product 
Manager

- We have a separate system for 
communication i.e. whatsapp groups
- For scheduling the meeting google 
calender is adviced to us although no one 
book the room in first place.

- As the communication of the 
meeting happens before only why 
should I go to google calender and 
add everyone(no. of people in the 
meeting >20)
- Sometimes people don't reply in 
chat about the avaibility then I call/ 
or go personally.
- Contacting the person is no 
major problem because we have 
whatsapp groups and hence their 
phone no.s

- Pipeline dicussions (3-20 
people)
- Daily field meeting (25-30 
people)
- 3rd party client come for pitching

- whoever is organising and 
wants to share the context 
others can tell attend or 
postpone

- According to availabity of people time 
is decided and then room. But if room 
is not available then they have to 
reschedule.(20-30 people)

- room availability is the major 
problem.
- we don't know how many people 
are sitting in the room.
- Adjustments are made talking to 
them in case of no. of people less 
in the room
- Room availabilty ki wajay se bhi 
meeting reschedule hoti h 
-Everyone doesn't do booking so 
we don't have correct information.

-communicating with the 
people as someone may not 
respond. In mails people 
generally don't respond yes, 
no, maybe... (no one tells)
- In case of finding the 
empty room also as no body 
wants to book the room and 
everybody just talk to the 
people in the room for 
adjustments.


