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What: (name of meeting)
When: 

Where:

Type of Meeting: (strategy session, decision making, status update, communication share out, presentation, brainstorming, recognition/celebration, teambuilding, etc.)
Purpose: (Why are you having this meeting?)
Outcome: (What results are desired from this meeting?)
Alternatives to calling a meeting that might more effectively achieve my desired outcome? (Consider the alternatives to calling a meeting  such as making the decision yourself,  writing a memo, having a  1:1 discussion with decision maker, phone, email, IM  or other forms of communication?)
Who is critical to the meeting outcome? What role will they play at the meeting? (e.g., decision maker; key influencer, stakeholder, implementer, etc. If there is not a clear role that you need them to play, consider not inviting them to the meeting.)
How/what do I want them to:
· Think: 

· Feel: 

· Do: 

Exchange: How can I make this meeting more interactive, engaging and enjoyable for the participants? (e.g., ice breaker, group exercises, video, compelling story, food, end meeting early)
Logistical requirements (e.g., A/V technology, handouts, refreshments, room set up, etc)
Preparedness Checklist: 
· Agenda issued in advance of meeting. (Target date): _________________________________
· Meeting logistics (room, food, equipment, etc.) _______________________________________
· Meeting Reminders (when and what they should bring with them)_________________________
· Issue Meeting Summary (actions / decisions arising from meeting) ________________________
· Follow-Up (who is responsible for what)____________________________________________
· Schedule future meetings (only if necessary) ________________________________________
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