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As the meeting organizer, use this checklist to
ensure productive meetings.

Meeting Checklist
Resources

Prepare an agenda prior to the meeting. Give meeting participants the
opportunity to contribute to the agenda.

Invite only the appropriate and necessary people; ensure they can be counted
on to attend the meeting.

Give advance notice of the meeting time and place. If attendees need
background information,send it to them before the meeting.  Have extra
copies on hand during the meeting.

Ensure the meeting facilities are comfortable and adequate for the number
of participants.

Arrive early; test all audiovisual equipment prior to the meeting.

Begin the meeting on time.

End the meeting on time.

Allow all attendees to present their point of view.

Don’t let anyone dominate the discussion.

Carefully monitor the use of time throughout the meeting. If the meeting
goes off course, steer it back.

Designate someone to take notes or minutes.

At the end of the meeting, summarize what was discussed; agree on action
steps and who is responsible for carrying them out.

If there needs to be a follow-up meeting, set the time and date while you
have attendees present.

Follow up with participants
regarding action steps and
deliverables agreed on during the
meeting.

Ask the group to review and
evaluate the meeting.

Copyright © 2006 Creative Communications & Training, Inc. www.businesslunchandlearn.com


