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Meeting Management 
 

 
 

1. Has an agenda been prepared? 

2. Did you send the agenda out in advance? 

3. Has the meeting been scheduled far enough in advance for people to prepare for 

it? 

4. Is the meting room fully equipped, e.g., projector, supplies? 

5. Have all the appropriate attendees been identified and notified? 

6. During the meeting, did you provide everyone with the opportunity to participate? 

7. Did you identify the goals and objectives for the meeting? 

8. Have you identified the roles and responsibilities for the meeting? 

9. Is there a regular schedule established for the meeting? 

10. Have you determined whether minutes will be taken and how they will be 

distributed? 
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