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Instructional Notes:  
Create a Participant Contact List once you’ve identified the meeting attendees.  You can use this list for several valuable purposes:

· Use it as a double check to ensure all business areas are represented.
· Use it to record acceptance of meeting invitations.
· Use it to identify which participants will be face-to-face and which ones will be participating by phone.  
· Use it in the meeting to take attendance, and ensure that your key participants are present.  

· Use it as a handy reference of email addresses in case you need to email documents to phone participants during the meeting.
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