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Meeting Time
Date of Meeting
Number of Attendees
Documents to Bring and read
Short Details of Teleconference
Intention of Meeting
Decide on minute template and the type of electronic meeting we will have
Agenda Prepared By
Gerard Lovell
Agenda
:
No:
Time to Each Topic
Description of Each Agenda Item
Name of Presenter
1
5 minutes
Appointment of facilitator, time keeper and note taker for this meeting.
2
1
5 minutes
Where can we put individual lists of questions and the team questions?
3
1
5 minutes
What sort of electronic meeting should we have?
15 minutes
What minute template will our team choose?
4
5 minutes
Date and time of next meeting
5
5 minutes
Appointment of facilitator, time keeper and note taker for 
next
 meeting.
Other business
)
