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	Meeting Preparation Checklist 




	IF THE MEETING IS TO BE VIRTUAL, CONSIDER THE FOLLOWING ADDITIONAL PREP

STEPS:

· Will participants in the same city / location be together in a meeting room in that location?

· If so, has meeting room been scheduled?

· (follow checklist above for addressing meeting logistics)
· What vehicle can we use to keep people engaged in the meeting?

· Web tool

· Does everyone have web access?

· Do we have an appropriate web meeting tool available?

· Has the web meeting been set-up?

· Have we identified who will host the web meeting?

· Does the host have all necessary electronic software and materials?

· Do the participants have all necessary electronic software and meeting materials?

· Has the web meeting access been communicated to the participants?

· Has web connectivity in the meeting room or host location / participant locations been tested and confirmed?

· Phone access

· Has a conference line been established for the intended length of the meeting?

· Do we have enough ports for call-in to accommodate the number of participant locations?

· Has the conference phone number and access code been communicated to all parties?

· Has the conference line been tested and confirmed?

· Are speaker phones required?

· Do the speaker phones have satellite microphones to accommodate multiple participants in a single location dialing-in to the meeting?

· Can volume for listening and speaking be controlled?

· Can phones be muted?

· Video-Teleconference

· What rooms are capable of video-teleconference support?

· Have rooms been scheduled?

· Do we have support staff available to setup and maintain video-teleconference connectivity throughout the meeting?

· Do the participants have all necessary access information?

· Has video and phone equipment been tested and confirmed?
· Have electronic copies of all meeting materials been made available to the participants in advance of the virtual meeting?

IF THE MEETING IS REPETITIVE, CONSIDER THE FOLLOWING ADDITIONAL PREP

STEPS:

· By what date / time will we need updated information for each meeting cycle?
· How will this updated information be gathered?
· How will we distribute the current agenda and meeting materials?
· Has the meeting cycle and all repeating preparation activities been communicated to all parties?
· Do we really need to convene the meeting this cycle?

· By what time will participants be notified if the meeting is canceled?

· What vehicle will be used for communication?




Instructional Notes:
Consider using the Meeting Preparation Checklist to gather key information regardless of the type of meeting you’re holding.  Feel free to update this checklist with key items from your own organizational experiences and use it as a tickler for future meetings.
Potential Uses:

· To gather key background information that will be used in all aspects of planning a productive meeting

· To ensure key planning activities are underway at critical milestones in the planning process (e.g., 4 weeks, 2 weeks, 2 days prior to the meeting)

· To ensure specific needs for face-to-face, virtual, and repetitive meetings are addressed
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