A Meetings Management Checklist

A well run meeting requires good planning.  The success of a meeting is often determined before the meeting even starts.  Below is a quick checklist for managing your meeting.

· Define meeting purpose and outcomes

· Determine who should be at the meeting

· Reserve a room, appropriate equipment

· Develop a short and detailed agenda

· Clarify roles and responsibilities (facilitator, chairperson, minute taker, timekeeper, scribe)

· Inform participants of any necessary preparation

· Set clear meeting norms (ground rules)
· Create a “Parking Lot” to capture ideas

· Design and manage group process

· Make periodic process checks

· Check for progress

· Check the pace

· Check the process

· Take the pulse

· Take minutes (notes)

· Determine next steps

· Evaluate the meeting

· Close the session

· Begin the close by reviewing what the group has done over the course of the meeting

· Review the session’s purpose and objectives

· Revisit Parking Lot issues

· Evaluate the session

· Close by thanking participants, reminding them of next steps, and formally bring the meeting 
to a close
