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T.1.087 DDMG Ordinary Meeting Checklist

District Disaster Management Group Meeting Checklist

	4 Weeks prior to the meeting
	Tick (√)

	Draft agenda, previous meeting minutes and resolution statement sent to District Disaster Management Group (DDMG) members.
	 FORMCHECKBOX 


	Call for agenda items from DDMG members for the coming meeting.
	 FORMCHECKBOX 


	Copy of the DDMG agency report template distributed to DDMG members.
	  FORMCHECKBOX 


	2 Weeks prior to the meeting
	Tick (√)

	DDMG Secretariat receives member agenda items, with any meeting or noting briefs and DDMG member agency reports.
	      FORMCHECKBOX 


	District Disaster Coordinator (DDC) reviews agenda items and endorses the final agenda.
	      FORMCHECKBOX 


	1 Week prior to the meeting
	Tick (√)

	Secretariat collates agenda papers and distributes to DDMG members.
	 FORMCHECKBOX 



	DDMG Meeting                              Insert Meeting Date:      
	Tick (√)

	Chair of the Meeting eg. Chairperson/Deputy Chairperson/Other: 
	      FORMCHECKBOX 


	Attendance Sheet completed
	      FORMCHECKBOX 


	Quorum established
	      FORMCHECKBOX 


	Minutes taken
	      FORMCHECKBOX 


	Resolution Statement updated
	      FORMCHECKBOX 


	Secretariat has kept a copy of any handouts for the DDMG file.
	      FORMCHECKBOX 



	1 Week after the meeting
	Tick (√)

	Secretariat sends out a copy of the draft meeting minutes and resolution statement.
	      FORMCHECKBOX 


	2 Weeks after the meeting
	Tick (√)

	Secretariat receives any member feedback regarding the draft meeting minutes/resolution statement.
	      FORMCHECKBOX 


	Based on member feedback, Secretariat updates the draft minutes/resolution statement in consultation with Chairperson/DDC.
	      FORMCHECKBOX 


	Once resolution statement is finalised, any resolutions that have been acquitted need to be removed from the Resolution Statement to the Resolution Register.
	      FORMCHECKBOX 
 

	Copy of meeting agenda and any meeting briefs/noting briefs, or any other documents/handouts from the meeting have been filed.
	      FORMCHECKBOX 


	
	Tick (√)

	Once the meeting minutes and the resolution statement have been officially signed off (as a resolute of being tabled at the next meeting), the signed copies need to be attached to the meeting file with the other documents.
	     FORMCHECKBOX 
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