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Use this Meeting Planning Checklist For Each Client Meeting You Have

Before Your Meeting

 What is the objective of the meeting? 

 Who are the decision makers? 

 Who will participate in the event planning meeting? 

 Do participants have any agenda items they would like to add? 

 Are there additional agenda items from prior meetings to add? 

Prepare the Agenda 

 Describe each topic of discussion or decision. 

 Assign a time limit for each item. 

 Schedule sufficient breaks, if necessary. 

 Who is leading the discussion and is their presentation prepared? 

 Get agreement on the agenda from the primary decision makers. 

 What day and time will the meeting be held? 

 Reserve the meeting room space. 

Prepare the following forms:

 Meeting Invitation

 Agenda

 Time and Place of the meeting.

 Directions or special instructions, including where to park,

 security clearances, if required; a list of local hotels and sites of
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 Interest for out- of-town guests.

 Name all participants.

 Include a copy of the minutes from the prior meeting, if necessary.

 Attendance List

 Name

 Affiliation, if necessary (typically used for larger meetings)

 Phone

 E-mail address

 Send the meeting announcement to all participants in time to allow them to prepare.

Prepare the Meeting Room

 Make sure coffee, tea, cut fruit; muffins, water, napkins, etc. are available for long meetings.

 Make sure there are plenty of working pens, markers and paper.

 Clean the easel, dry erase or chalkboard.

 Arrange the tables and chairs.

 Can everyone see all visual aids in the meeting room?

  Do you have spare bulbs for the projector; is audiovisual working properly, are extra chargers 
for phones or computers available, do you have extra napkins for spills?

  Is someone with technology expertise on hand at the beginning of the meeting in case there’s 
a problem?

Meeting Follow-Up

 Distribute the minutes from the meeting as soon as possible

 Communicate tasks to those responsible for each task.

 File minutes.


