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A Plan for Hosting a Meeting
Social media is an essential tool when it comes to the passing of information and conducting business. However, before using any of the social media platforms, there is a need to plan and anticipate any challenges that might be encountered in the process of using them and chatting a way forward on how to successfully use them to fulfill the desires for which they are used. This meeting plan will, therefore, present and analyze the method to be used in conducting the remote meeting, some of the visual aids that will be used and some of the problems that are likely to be encountered. Furthermore, how such problems can be dealt with in case they occur, will also be explicated in this meeting plan.
[bookmark: _GoBack]The first important thing is choosing the method of communication for the meeting. Skype will be our mode of communication due to the clarity of sounds and visuals that it gives. The use of Skype has also been necessitated by the availability of the application to all the members of the meeting. It has no complex setting up issues and thus would be appropriate for the meeting. This is different from the other communication tools that may not be able to be compatible with some of the operating system used by the members. The meeting is of urgency and thus, there is no room for errors; therefore, Skype will be the most appropriate tool.
The meeting will be conducted remotely and this will require full concentration by all members for them to participate actively in the meeting. There is a chance of the members getting bored or failing to grasp some of the key components mentioned. To fully engage all members, there will be time allocated for each and every individual to talk. This way, all the members will actively speak in the meeting and thus they will be engaged at all times. I will also throw key questions randomly to members which would force them to be attentive despite the fact that they are far. Another way of keeping them engaged is through the use of diagrams and symbols rather than just talking. This is something that is bound to get them engaged as they seek to analyze the diagrams being presented in the meeting. It ensures maximum concentration as opposed to pure talking in which the members may get bored.
The use of visual aids will be very critical in this meeting. This will be used to emphasize on key areas of social media usage and thus assist to achieve the intended purpose of the meeting. The visual aids that will come in handy include charts, pictographs, pie charts, drawings, videos and slides. The visual aids contain critical information that seeks to explain the use of social media and the benefits that it has had. The aids will also help the members to understand the impact of social media.it will also be critical in making the members engage fully in the meeting, thus enable the objectives of the meeting to be achieved.
The potential problems that could arise include the disruption if the internet connection of one or more attendees experiences a downtime making it difficult to have video conferencing. In order to deal with this, I have ensured that we have more than one internet provider just in case one develops some form of problems. The other will be immediately connected and thus, the meeting will be able to proceed on. Another problem is that of miscommunication. The fact that members are far apart may bring about a distortion of messages that will affect the resolutions passed in the meeting. The only way to deal with this is by ensuring that the internet is strong enough and that there is strong clarity of sound signals. This will ensure that the correct information is heard. 
There could also be the problem of hacking due to an insecure internet connection. There are a lot of people who practice internet hacking for various reasons which include tapping critical information of companies. Therefore, it is crucial to ensure that the internet connections being used is secure enough to keep potential hackers at bay. I will ensure that I engage the information technology department to see to it that they have installed software that can detect and prevent the loss of information. A strong firewall and antiviruses will be critical in ensuring that what is being discussed in the meeting is kept safe and secure and that no interruption of the meeting occurs.
