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	Chairperson
	Minute-taker
	Participants


	Before the meeting

	Decide that the meeting is necessary

Identify participants (and who needs to attend just part of the meeting)

Set up the meeting (room booking, refreshments)*
Ensure that everyone knows where and when to attend*
Prepare a detailed agenda and distribute with related papers*
Brief the minute-taker
	Ensure briefed about items

Question any until clear

Know where actions are expected

Read the papers


	Request a meeting if necessary

Send items for the agenda in good time

Read the agenda and accompanying papers

Ensure that previous actions are complete

Prepare for the meeting




*Likely to be delegated to the minute-taker
	At the meeting

	Control the agenda (discussion time and order)

Control delegate contributions

Work with the minute-taker


	Arrive on time and fully prepared

Take notes!

Question as necessary


	Arrive on time and prepared

Contribute appropriately (time/manner)

Keep contributions relevant to agenda

Show courtesy and respect

Note personal action points


	After the meeting

	Approve the minutes

Ensure the minutes are distributed within seven days 


	Type the minutes within 2-3 days

Obtain chairperson’s approval

Circulate to all participants
	Complete action points
Read and respond to minutes

Communicate relevant information to the chairperson
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