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Instructions: The following checklist is designed to provide reminders and guidance of the steps involved in planning a successful meeting. The questions are intended to evaluate either the meeting or the decision to have a meeting. Answering “No” for a question means that you should take whatever action is necessary to turn that answer into a “Yes” or not have a meeting. As the chairperson of the meeting, you have an important role in making sure that the meeting will work. This checklist is designed to make sure that the fundamental steps are not forgotten.

Planning the Meeting

· Is there a need for a meeting?

· Can a group only make the decision? 

· Have you defined what the objectives are fore the meeting?

· Can you identify a group(s) who would have the best information to make a decision?

· Establish who should participate

· Do participants have any agenda items they would like to discuss?

· Were there additional agenda items from prior meetings?

· Prepare the Agenda

· Describe each topic for discussion or decision.

· Assign a time limit for each item.

· Schedule sufficient breaks.

· Identify who will be leading the discussion and should prepare a presentation.

· Is the agenda realistic?

· Get agreement on the agenda.

· Determine the best time and day to hold the meeting.

· Reserve the meeting room or verify meeting place is available during the time set for the meeting.

· Prepare the following forms:

· Meeting Announcement (Consists of the following information:)
· Agenda

· Time and Place of the meeting.

· Directions and special instructions for members that are outside of the organization sponsoring the meeting. (Be sure to specify where to park, and security clearances required, if any. Include a list of local hotels and sites of interest.)

· Name all participants (Including those that will not be attending but will receive a copy of the minutes from the meeting.)

· Any additional supporting information that each attendee must have in order to make informed decisions.

· Include a copy of the minutes from the prior meeting if necessary.

· Attendance List (Consists of a table with the following columns:)
· Name

· Affiliation

· Phone

· Fax

· E-mail address

· Signature

· Send the meeting announcement to all participants in time to allow them to prepare.

· Prepare the Meeting Room
· Make sure Coffee, donuts, bagels water, etc. are available for long meetings.
· Make sure there are ample pens, markers and paper.

· Clean the easel, dry erase or chalkboard to start the meeting with a fresh environment.

· Arrange the tables and chairs into a configuration conductive for the purposes of the meeting.

· Make sure everyone can see all visual aids.

· Make sure there are spare bulbs for the overhead projector.

At the Start of the Meeting

· Welcome all attendees.

· Introduce the groups participating.

· Allow each person to briefly introduce themselves.

· Pass around the Attendance List to let each attendee sign and update any information

· Appoint the following roles: (Must be someone other than the chairperson)
· A time keeper 

· A scribe to write down decisions, conclusions, and action items and their rationale.

· Introduce the Agenda.

· If necessary, update the agenda. (This is the only time this will be allowed and only if all or most members agree on the need for the change.)
During the Meeting

· Make sure everyone is participating.

· Direct questions to specific attendees in order to elicit their participation.

· Keep the meeting moving.

· Make sure the conversation is on the topic.

· If new topics come up, agree to postpone them for another meeting.

· If the discussion stalls:

· Summarize the discussion into a number of key points and evaluate each one.

· Take a consensus vote and decide with the majority.

· Do not allow people to interrupt others or rule their point out.

· Accept only the presentation of facts and not emotion or judgments.

Wrap-up

· Review all decisions.

· Review all conclusions.

· Review Action items.

· Name who is the person or group responsible for the action.

· Agree on a due or decision date.

· Evaluate the meeting.

· Are there things that could be done better?

· What worked?

· What did not work? Why?

· Did everyone participate
?

· Get a consensus on the value of the meeting. Was it even necessary?

· Schedule the next meeting time.

After the Meeting

· Give everyone a copy of the Attendance List before they leave.

· Have the scribe type up the minutes.

· Review the minutes and make any corrections.

· Send a copy of the minutes to each participant.

· Make sure that the Action Items are completed on schedule.

· Apply the lessons learned to improve this checklist.
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