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If you have any problems with this tool please contact LivedExp@mind.org.uk 
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How will you ensure your meetings are productive and meaningful?

Why use this tool

Most meetings we attend use an agenda to ensure the relevant topics are discussed.

This tool helps you structure your agenda so that all participants are clear on the
topics being discussed and know what is expected of them.

How to use this tool

Follow these simple steps to successfully use this tool

| Note down the topics/matters for q. Tasks to do in advance: What do
discussion. Be as clear as possible, you need people to do in advance?
spelling out all acronyms. An example would be read previous

minutes or bring ideas on this topic.
2_ Time: Add your start time, allocate
enough time for each discussion point S Who is responsible? Next to each
and note down what time each will start. action note who is responsible for
this to happen and by when.
3. Actions: Think about what actions
need to take place for each discussion Q Share: Share the agenda and all
point, e.g. make a decision, hear additional documents at least 5 days
everyone’s ideas. prior to the meeting.
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