Meeting Preparation Checklist 
What is it?
The Meeting Preparation Checklist is used by the Project Manager as a detailed job aid to prepare for, conduct, and follow-up a project meeting.

How can you use it?
· To streamline the organization of a meeting. 

· To make sure there is no last minute search for equipment or material. 

· To make sure that technical details don’t detract from the meeting’s purpose. 

· To make sure you have the right people at the meeting. 

· To make sure team members have up-to-date information and are prepared. 

· When you want to make sure that your meetings are a productive use of time. 

· To make sure that all responsibilities, materials, and logistics are assigned and contribute to a successful meeting. 

Tips:
· Not all of the elements will be relevant to all meetings. Choose those which are appropriate. 

· The more your meetings require technology and equipment, the more important is the use of the job aid. 

· Many aspects of this job aid can be delegated. 
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