Wiki Meeting Guidelines and Template

Prior to your meeting you should create;

i) A title that identifies the purpose of the meeting.
ii) A date, time and location for the meeting

ii) An agenda – a list of items (issues) to be discussed with an estimated time allocation for the discussion and optionally the person responsible for the ‘item’.


iii) A list of the attendees – to be confirmed at the start of the meeting

During the meeting you should:

i) Make notes – record the key points from each agenda item’s discussion

ii) Record follow up action items. Each action item should specify the task, the person responsible, and the due date.  Here is an example: Organise a meeting with a subject matter expert to obtain product information (Tony Whittingham, by 3/15/2008)

At the conclusion of the meeting you should:

i) Review the meeting’s notes and action items.

ii) Add any additional action items that spring to mind
iii) Set date and time for the next meeting.

Wiki Meeting Template

Using a standard meeting template for all of your meetings can save you a lot of time and provide much better documentation for your organization. 
1. Meeting Topic: 
2. Time/Date/Location: 
3. Attendees:
4. Agenda
4.1 Item – time (mins)
ADD NOTES FOR THE AGENDA ITEM HERE
Repeat for other agenda items

5. Action Items
RECORD ACTION ITEMS AND THE PERSON RESPONSIBLE HERE
Repeat for other action ites
6. Next Meeting – date, time and location

