How to organize an online meeting

1. Make a wiki page about the meeting
o Answer what? / when? / who?
2. For the when, you can use PluginConvene
o It is suggested to give at least 3 choices, at least 5-10 days in the future so people have time to
provide choices and you have time to pick and announce one
3. Confirm meeting on the page (and ideally by email)
o Confirm the meeting time in UTC with a link to TimeAndDate.com to avoid any issues with
timezones and Daylight saving time (DST) (Here is an example)


https://doc.tiki.org/PluginConvene
http://en.wikipedia.org/wiki/Daylight_saving_time
http://www.timeanddate.com/worldclock/fixedtime.html?iso=20131002T1800
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