PLANNING MEETING - PREPARATION


 
Prior to Meeting
__  Establish goal/purpose 
__  Establish attendee list 
__  Secure meeting location 
__  Send invite—date, time, location, anticipated length 
__  Prepare agenda (see Planning-Meeting worksheet) 
__  Prepare any supporting documents—presentations, handouts 
__  Secure technology, audiovisual, teleconferencing needs 
__  Assign a notetaker, or secure a recorder or videographer 
__  Purchase/rent necessary office supplies and equipment 
__  Arrange for food and beverages if necessary and all required serving/ eating equipment and utensils 
Day of Meeting
__  Prepare each room 
__ chairs 
__ tables
__ note-taking materials
__ podium, microphone if needed
__ lighting
__ temperature control
__ power up and test computer
__ power up and test audiovisual, conferencing equipment 
__  Confirm food and beverage delivery (or prepare in advance if being taken care of in-house) 
__  Begin on time! 
__  Stick to agenda and timetable 
__  Establish action plan/next steps 
__  Assign an owner and deadline for each step 
__  Establish date/time for next meeting, if necessary 
After the Meeting 
__ Transcribe meeting notes
__ Distribute notes and action plan (including owners and deadlines) 
__ Send invitations for next meeting 
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