
Instructions for the Virtual Think Tank  
(courtesy of the Swedish Network Support Unit) 

 

Instructions for the Chairman  
 
Dial the special telephone conference number at the latest five minutes before the time for the start 
of the meeting in order to have the telephone line opened when the participants connect.   
 
Before the meeting you have to prepare and keep handy: 

- A list of all the participants with their phone numbers in case somebody should have 
problems to connect or be disconnected. Be sure you yourself also have an extra telephone 
line or mobile phone so you can call missing participants without having to disconnect from 
the telephone meeting.  

- The invitation to the meeting with the preset questions.  
- Get in touch with your secretary so you agree on the meeting order. 
- Read through the instructions below. 

 
During the meeting: 
Make sure that all participants are connected: Make sure that the participants are on their 
telephone lines before you start.  
 
Say a welcome: This is a meeting organized through the National Rural Network. On the behalf of the 
network you should greet all the participants welcome. Remind the participants of the aims of the 
think tank to gather as many suggestions and thoughts as possible regarding the coming RDP 2014-
2020. Since you cannot see each other and probably some of the participants never have met it is 
very important that you as a chairman make everyone feel welcome and get a chance to introduce 
themselves. Make a presentation round (Tour de table) where you also explains the order speaking. 
As a suggestion the order of speaking can be the same as the order of the participants list (which 
everyone has received by mail). Give also some minutes to the secretary to explain how the 
participants can do to facilitate the work of taking notes and how the notes will be distributed for 
comments and adjustments after the meeting.  
 
Present the agenda and the three preset questions: All have been asked to prepare a five minutes 
presentation of their (and their organization’s) answers and views to the questions. Explain the 
structure of the meeting with a round of five minutes for each and then a general open discussion 
followed by you making a short summary and finally a round of one minute each to give a final 
comment. After this presentation round and your explanation it is time to give the first participant on 
the list the word. Explain that during the first round of five minutes for each there is no discussion. 
Each speaker are allowed to finish their five minutes first.  
 
Keeping the time: A virtual Think Tank is running quite fast, much faster than you might expect. As a 
chairman it is very important to keep track of the time so none of the participants participants or the 
group as a whole extends the time frames that have been set. This is also a way of managing the 
discussion so it is going and developing forward.  
 
Opening the general discussion: As a chairman you have the responsibility, and also the possibility, 
to guide the group through the think tank process in a way that makes all participants feel involved. 
It is done by being structured and clear, give the word to each participant, making sure that everyone 



gets possibility to say their meaning and stop if someone tends to take too much time. Explain that it 
is very important to say their name if anyone wants to comment on something in the discussion.  
 
Making a short summary: As chairman you are also expected, in the end of the general discussion, to 
make a short summary of the issues brought up. (Approx 10 minutes before the end of the whole 
meeting) One way of doing it is to make short notes during the discussion structured in the following 
points:  

- If you feel that the discussion has been concentrated in a few themes – mention them. If the 
discussion has been wider touch upon a lot of different issues you can say that the discussion 
has been very open pointing in many directions “but some themes that have been 
mentioned a couple of times are……”  

- If the participants have agreed in one or more questions, give examples of that or if there 
have been clear disagreements, mention in which questions.  

- If the discussion has ended up in a very detailed view or if there have been a more visionary 
discussion of big principles, what have the issues been? Give some examples. 

 
After your short summary open for a final round where the participants with a few sentences each 
can comment or complement the discussions and the short summary.  
 
Closing the Think Tank: After the final round you should give thanks to all for their participation. Ask 
if anyone wants to have some special quotation or wants to have something highlighted in the notes. 
If the results of the Think Tank are part of a bigger process please explain also when and how the 
results will feed into that process. Give then the word to the secretary to explain the assessment of 
the minutes from the meeting.  
 
Thank you for being a chairman and leading this process! 
 
 

Instructions for the Secretary 
 
Please find here a short checklist for the secretary during a virtual Think Tank.  
 
Before the meeting:  
 
Since your Think Tank is one of many at the same occasion and related themes we need to have a 
coherent naming of the documents for the notes from the meeting. Prepare a document according 
to the following:  

- Name your document with date, theme of your Think Tank, time and group for example: 
”130219_Integration_10.00_gr_1”.  

 
- In the top of the document copy and paste the participants names, e-mail address and (if 

possible) mobile number including also the chairman and the secretary.  
 

- Make notes according to each of the preset questions in bullet points.  
A suggestion is to copy and paste the three preset questions after each name in the 
participants list so it is easy to note the views of each speaker in the first round of the 
meeting.  
 

- Copy and past the following short description of how the participants are expected to adjust 
the document:  

 



”When you as participants in this Think Tank receive the notes from the meeting you are asked to 
assess the notes and make the changes and explanations in your parts in the following way:  
Text that you want to be deleted should be marked in red. 
Text that you want to add should be marked in green. 
Text that the secretary or you yourselves are uncertain if it is a right quotation or expressed in the 
right way should be marked in blue.”  
 
Study the participants list and get to know who the participants so you recognize their names and 
initials.  
 
During the meeting:  
 
The chairman will early in the meeting give the word to the secretary to explain how the participants 
should speak and introduce themselves to give the secretary the best possibilities to take notes. The 
information you then should give is the following:  
 

- The notes from the meeting will be distributed to all participants for assessment and 
adjustments at the latest the morning after the meeting. Each participant is then asked to 
make the necessary changes, first and foremost in the own comments and lines of the 
discussion. The secretary will try to write the initials of every speaker in connection to every 
comment in the notes so it is clear who is saying what. Deadline to return the comments and 
adjustments is 48 hours after the document has been received.   
 

- All participants are requested to speak slowly and clearly. No one is allowed to start to speak 
without first saying their name. As secretary you are advised to start with writing the initials 
or the first name of each speaker before you start to take notes of what they are saying.   
 

- As participant it is important in the first phase of the meeting to give the views of and talk 
separately of each question so it is clear for the secretary to which question the comments 
are made.   
 

- During the second half of the meeting the secretary is allowed to intervene in the discussion 
if it is necessary to ask someone to repeat what he or she just has said.  

 
 
After the meeting (see accompanying template for Secretary Report): 
 
When you as a secretary shall gather and include all the adjustments from the participants to the 
notes it is advisable to create a new document with the same name but adding also ”final”.  
 
In the end of this final document the secretary may make some notes about who´s comments and 
adjustments that have been included. In that way there is no risk that someone’s comments should 
be missed and for those who finally will make a summary of all the different Think Tank notes it 
becomes obvious how many of the participants that are so interested so they have bothered also to 
make comments to the notes. 
 
When your final document is complete with all the comments and adjustments it should be sent to 
the participants again. The instructions in different colors etc. should then be deleted, but please 
keep the participants list.  
 
Thank you for your contribution! 
  


