
 
 

Advanced strategies for managing meetings 

using a mind map 
 

One of the most useful applications of mind mapping software in business is using it to help you 

manage meetings. However, it can do much more than just help you to publish an agenda. It’s 

literally an end-to-end planning and management tool, enabling you to: 

 Effectively prepare for and structure an efficient meeting (before it takes place), 

 Capture key decisions, action items and responsibilities (during the meeting), and 

 Distribute meeting minutes and task assignments (after the meeting). 

 

 



How to Create a Profile Mind Map  Page 2 

Mind-mapping tools and techniques are ideally suited to the non-linear nature of conversation 

and brainstorming that take place during meetings. 

TPAssist, a software developer that creates productivity plug-ins for MindManager, published 

the meeting management template above on BiggerPlate.com, the leading mind map gallery for 

MindManager mind maps. It represents a very effective framework for managing meetings, and 

includes several clever touches that I think work very well. In this report, I will walk you through 

how to use it to take your meeting management skills to the next level. If you’re a MindManager 

user, you can download this template and use it. If not, you can easily replicate it in any other 

mind mapping software program.  

 

Step 1: Announce the meeting 

The first step in arranging your business meeting 

is to define when and where it will be held, who is 

invited, what participants need to do to prepare 

for this meeting and what its agenda is. This 

section of the meeting template map provides a 

practical way to organize this information. It 

contains separate topics for note taker and time 

keeper, and you can add these topics to your 

version of this map if you want to. But from my 

experience, if you called the meeting, you’re also 

the note taker and time keeper. 

There are two things I’d like to point out in this 

section of the mind map: 

1. I like the idea of assigning time limits to each topic. This sets the expectations of the 

attendees as to the relative importance of each topic. It also helps you to manage time, 

so you are able to cover all of the key agenda items in the time allotted. And, hopefully, it 

helps to prevent yet another “endless” meeting. You know what I’m talking about – the 

meeting that drags on and on, because no one can tell when it’s over… 

2. I like the “preparation” topic. Too often, we ask people just to “show up” at meetings we 

schedule. This is a great opportunity to let them know what they need to DO before they 

come to the meeting, as well as what to BRING to it. If everyone is properly prepared 

before they step into the meeting, it will got MUCH more smoothly! 

http://www.biggerplate.com/
http://www.biggerplate.com/mindmaps/z62710/meeting-manager-minutes-tpassist-
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Please keep in mind that you can use this section of your mind map as a dynamic “scratch pad” 

as you’re developing your thinking about what the meeting should cover, and how much time to 

allocate for each topic. 

I’d recommend one improvement: Adding a topic called “objectives.” Doesn’t agenda cover this, 

too? Not really. An agenda is a lower-level description of what you want to discuss during the 

meeting. An objective, on the other hand, defines at a higher level what you want to 

ACCOMPLISH in that meeting. What will the key take-away be? In the case of the template 

we’re exploring, the objective of this meeting would be to “define an action plan for the new 

product rollout.” 

 

Step 2: Meeting preparations 

This section of the mind map is apparently 

intended as a to-do list for you, the meeting 

organizer. Right now, it contains only 3 tasks – 

distribute the agenda, send out meeting reminders 

and then conduct the meeting. In my mind, that’s 

too simplistic, because there’s much more that can 

be done here. Think about everything you need to 

do to set up a meeting. Why not include: 

 Reserving the room at the specified date and time 

 Making arrangements for any AV support (an LCD projector and screen, for example, or 

making arrangements for a laptop so a remote person can dial in to the meeting using 

WebEx or GoToMeeting). 

 Having reports or other handouts printed or distributed prior to the meeting 

 If it’s a client meeting, you may want to have coffee or other refreshments on hand for 

your guests. 

You get the idea. There are things you need to have present at the meeting, technology support 

that you need to arrange, and so on. Those details should go in this section of your mind map! 
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Step 3: Record notes during your meeting 

During your meeting, information is coming at you fast and furious. You 

can use this section of your mind map to record what’s going on – 

decisions reached, items tabled, assignments and deadlines established 

– without much respect to how it’s organized. Just focus on capturing it in the moment; you can 

always add details and rearrange it as needed after the meeting. 

 

Step 4: Record the minutes of your meetings 

This section of the meeting management mind map 

is formatted so you can report the minutes of the 

meeting to others. Note how it includes such 

information as “meeting details” and “attendees” – 

information that would be useful to someone who 

didn’t attend the meeting, but wants to know what 

decisions were reached and who is responsible for 

each action item. It’s nicely formatted and well 

organized. 

 

 

Step 5: Capture, organize and share action items 

Every meeting has outcomes. 

Decisions get made. Action items get 

defined and assigned to appropriate 

team members. Deadlines get set. Your 

mind mapping software is the perfect 

place to keep track of these tasks, 

timelines and assignments. 

First, record what the action items are 

as subtopics within the “meeting actions” section of your meeting management mind map. Next, 

convert these subtopics into tasks, by adding start and end dates, percentage complete and 

priority icons. The three tasks in our example all have an importance of “4” – which isn’t very 
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urgent – but in the real world, you would want to make sure that each task has an appropriate 

level of urgency attached to it. Finally, designate who is responsible for each task. In 

MindManager, that’s done via “resources,” which can be set up in the tasks pane. When you 

assign a resource to a task, it appears in a tan rectangle just below the topic.  

Keep in mind that if your meetings generate a lot of tasks, this way of visualizing “who has what” 

can help you with task allocation – so you’re not burdening one team member with too many 

tasks to reasonably handle, and others with too little to do. 

 

The Journal 

Here’s where it gets interesting. Originally, I think this 

topic was intended to be a place where a script in the 

TPAssist MindManager plug-in automatically dumped 

summary information about each meeting you have held 

and what tasks you sent to whom. But I can envision 

some other more pragmatic uses for it: 

Meeting minute repository: I think it makes a lot of sense to use the journal to store a list of 

links to past meeting minutes. I used to work for a trade association and, as part of my duties, I 

managed several committees. It was always a pain in the butt to find my past meeting minutes. 

Sure, they were all in one folder, but they were buried deep in a hierarchy of nested folders on 

the organization’s network. And I always wasted too much time hunting for the right folder. Your 

meeting mind map can be used to house shortcuts to all of your past meeting minutes. I’m 

assuming here that you’re converting the minutes in your map into a Word document, and then 

exporting them to PDF – necessary because not everyone has mind mapping software on their 

computer, nor are they comfortable with this type of non-linear thinking. 

Personal notes/diary: You could use the journal as a diary, a place to store your ideas and 

“someday maybe” projects. You would keep the journal topic closed most times, but feel 

confident that a wealth of supporting information and ideas are just one click away. 

Shortcuts to important stuff: If you have a folder or collection of documents or resources you 

need to access periodically, this would be a good place to store them. Again, they don’t have to 

be in your face, causing visual clutter. But you can still access them quickly, saving you lots of 

time in the long run. 
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Task summary 

I’m not sure what the author of this mind map had in 

mind when he created this topic. Perhaps it’s a place 

where you can roll up the tasks from all of your meetings 

– sort of a master task list, if you will. 

 

Other thoughts on meeting management with mind maps 

I did a bit more research to see how other users of mind mapping software, and came across 

some excellent ideas that you may be able to adapt to your needs: 

 Format facts are highlighted in black, questions in blue and issues or action items in red. 

This simple technique will help you to visually differentiate between the different types of 

information your meeting management mind map contains. 

 

 Here’s another visual indexing technique: Problems can be marked with red flag icons 

and important facts or ideas can be flagged with exclamation points, a gold star icon or 

green flags. The advantage of this approach is that some mind mapping programs 

enable you to filter the contents of your mind map based upon icons or symbols it 

contains. So, in other words, you could filter it to display only the problem items. 

 

 Create a new topic called the “parking lot” or “tabled items” to capture any specific topics 

that the team decides to postpone for future discussion. 

 

 Import contacts from Microsoft Outlook 

into your list of meeting participants. This 

data appears as a mini-spreadsheet cell 

range attached to the person’s name, 

which gives you quick access to their e-

mail address, office and cell phone numbers and other important information. 

 

 Record why each person should be invited to the meeting, and what level of participation 

you expect from them. 
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 Create a “team input” topic to capture attendees’ ideas. Gathering all of these in one 

place in your map will help to make them feel more valued and engaged in the meeting. 

 Capturing action items and assignments in your mind map during the meeting gives 

participants the opportunity to see what they’re responsible for and what they have 

agreed to do. 

 

 If one of your tasks needs to be done before 

another one, use your program to define the 

dependencies between them. MindManager 

and others enable you to do this. If your 

program doesn’t have this capability, you 

should be able to accomplish the same thing 

using relationship lines. 

 

 Use your mind mapping software’s linking capability to keep supporting information close 

at hand. 

 

Questions? 

Please contact Chuck Frey at chuck@innovationtools.com. 

Please visit the Mind Mapping Software Blog for all of the latest news, trends and resources 

related to visual mapping.  

You can also follow Chuck Frey on Twitter for even more insights and ideas. 
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