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AUDIO FOR
EFFECTIVE MEETINGS
Meetings can take many different formats and 
each will provide its own set of challenges 
when it comes to delivering clear sound. 
Understanding a room and knowing how 
it will be used is key to designing a sound 
system that is fit for purpose.



DESIGNING
SYSTEMS FOR
MULTIPLE
PARTICIPANTS
Situations in which multiple different people 
are likely to speak will often benefit from a 
different approach than the traditional sound 
reinforcement system.  

‘Discussion’ or ‘conference’ systems can 
work particularly well in these situations.

A discussion system is a series of self-
contained sound reinforcement systems with 
everything needed to conduct a successful 
meeting built in to the central unit.

Portable 
discussion unit

Gooseneck 
microphones

Microphone modules connect together 
in a daisy chain, so in most cases only 
one cable needs to lead back to the 
central unit meaning set up is easy.

The power supply and brains of 
the system are all contained in a 
dedicated central control unit that sits 
in a closet or cabinet.

The central unit also provides inputs 
and outputs to connect to additional 
audio equipment, such as a wireless 
microphone for a presenter, an audio 
feed to and from a videoconferencing 
system, or a MP3 player or other 
external source.

DISCUSSION 
SYSTEM



CONFERENCE 
SYSTEMS ADD
FURTHER FEATURES
A “conference” system further builds on 
the capabilities of a discussion system, but 
with more features designed specifically for 
organizations such as corporate boardrooms, 
city councils, and associations or non-profit 
organizations. 
These groups are often legally required to (or 
may just wish to) document their proceedings 
beyond audio capture, to include documented 
minutes on who attended, what was on the 
agenda, and the outcomes of discussion, 
including votes. A conference system automates 
those functions, and expands on discussion 
systems with even more scalability and 
expanded ability to prioritize microphones.

CONFERENCE 
SYSTEM

The unique features and capabilities of 
discussion and conference systems make them 
an outstanding solution for meeting rooms 
where everyone is both a talker and a listener, a 
situation that makes using a conventional sound 
system problematic. 
These systems are easy to install and use, 
offer great sound with virtually no chance 
of feedback, and offer the additional benefit 
of being fully compatible with any typical 
computer network.



DISCUSSION SYSTEMS VS. 
CONFERENCE SYSTEMS

Benefits of a discussion system

A discussion system 
provides a gooseneck 
microphone for every 
participant to ensure 
that the mic picks up 
significantly more of the 
direct sound from the 
talker rather than any 
background noise. 

Because the discussion 
unit also houses the 
loudspeaker, each 
participant is close to a 
loudspeaker, too.  That 
makes it easy to hear 
clearly – even in rooms 
that are relatively noisy 
or reverberant.

Participants can activate 
their own mics by 
pushing a button, they 
can be voice activated for 
greater interactivity, or 
the system can be set up 
so that participants push 
a button to electronically 
‘raise their hand’ and wait 
until their mic is activated 
by the meeting leader.

SOUND
QUALITY

SPEECH
CLARITY

FLEXIBILITY
& CONTROL

Discussion systems 
are designed to handle 
anywhere from a 
handful to hundreds of 
microphones, making 
them suitable even in 
large rooms.

Some discussion 
systems also allow 
for simultaneous 
interpretation.

Digital systems allow 
easy signal transport 
between multiple 
rooms, connectivity to 
other digital systems, 
and remote monitoring 
via the company’s IP 
network.

SCALABILITY MULTIPLE
LANGUAGES

DIGITAL NETWORKING 
& CONNECTIVITY



ATTENDEES
Some conference units 
include a touchscreen where 
participants can enter an ID 
using a PIN code, or have a 
slot for an identification card. 
Inserting the card or entering 
the code tells the system who 
is present and where they are 
sitting. When that person’s 
microphone is activated, the 
system can keep track of who 
spoke and for how long.

MORE LANGUAGES
International conferences often 
require many more languages. A 
conference system generally can 
distribute 20 languages or more 
to each participant.

AGENDA
Before the meeting, the 
agenda can be entered into the 
conference system’s meeting 
management software, typically 
using browser-based software. 
As the leader selects each 
agenda item for discussion, the 
system can keep track of who 
spoke about that topic.

VOTING
In corporate boardrooms, city 
councils, or other governing bodies, 
it’s often necessary to enable 
participants to vote electronically, 
and provide an automated means of 
recording and displaying the results. 
In training rooms and lecture halls, 
it can be useful for the instructor to 
have a means of polling or testing 
the students to check how well 
they understand the material being 
presented. Some conference units 
include a touchscreen or buttons for 
this purpose, and optional software 
that tallies and stores the results.

Key features of a conference system

DISCUSSION SYSTEMS VS. 
CONFERENCE SYSTEMS



When investing in a new setup there are a number of questions to 
ask to ensure you get a system that works for your organization.

Key considerations when designing a meeting space

How is the conference 
room going to be used? 
Is it for internal meetings 
only, presentations, 
global meetings, do users 
need to interact and 
share documents?

How will any new 
solution fit into your 
existing infrastructure 
– do you have the 
available bandwidth 
and capabilities?

Have you considered 
the ROI? Think about the 
lifespan of equipment and 
maintenance requirement 
alongside the costs 
savings a well-used 
system will bring.

Will users need training 
and support? Complex 
systems will deter users, 
products focused on 
the user experience will 
reduce the burden in 
terms of support.

Is your chosen 
solution futureproof? 
How are upgrades 
implemented and can 
it be extended in the 
future if necessary? 

DISCUSSION SYSTEMS VS. 
CONFERENCE SYSTEMS


