Meeting Checklist

Week #: ______    Date: _____________    Team: _________________

Grading:    +Exceeds expectations     ( OK    -Opportunity for improvement

NA: Not Applicable

Timing  


Copies of agenda available at meeting start time


Meeting absentees informed the leader 


Meeting completed in 20 minutes or less.

Agenda Formatting


Top section of agenda completely filled out. 


Each agenda item timed, titled and presenter designated


The time of the first topic should be “zero time” since our meeting, in general,



will not start at an exact clock time


Pre-meeting preparation is for attendees not presenters


First agenda item is safety


Second agenda item is review of action items from previous meeting


Last agenda item is review of action items from today’s meeting


All team members are presenters, where possible
Organization


Leader, scribe and timekeeper are assigned on a rotating basis.

Style


Communicated clearly


Prioritized information


Minimized wordiness and repetition


Used summary, analysis, synthesis, and persuasion.

Substance


Assumed that all attendees have read the Progress Report


Is not chronological 


Contained little or no administrative detail


Accounted for progress since last meeting

Addressed current thinking, key findings, decisions and issues (challenges).  


Contained assessment of schedule (on-time/behind/ahead)


Focuses on other project management issues and client relationship, as needed 

Leader

Set the agenda in advance


Controlled the flow of the meeting


Maintained the discussion on the topics on the agenda


Gained approval if agenda was modified at the meeting


Recognized when an action item is generated and informs the scribe
(Over)
Scribe and Meeting Notes

Meeting notes lists attendees and absentees


Minutes notes contains key issues, decisions and results


Recognized when an action item is generated


All action items were recorded and read back to the attendees


Each actions item contained Who?, When? and What?. 


Meeting notes issued immediately following the meeting.

Placed copy of meeting notes in team notebook 

Timekeeper


Used authority to signal when time allocated for an agenda item is exceeded


Was forceful but not obnoxious

Notebook


Is up-to-date 


Is logically organized


Contains all relevant materials, printed and others

