Process For Successful Team Meetings  

	Before
	Du-
	-ri-
	-ng
	After

	1.

Plan
	2.

Start
	3.

Conduct
	4.

Close
	5.

Follow-up

	Clarify meeting purpose & outcomes
	Check-in  and begin on time
	Cover one item at a time
	Summarize decisions
	Distribute or post meeting notes promptly

	Identify meeting participants
	Review agenda
	Manage/optimize discussions 
	Review action items
	File agendas, notes ...

	Develop and distribute agendas
	Set or review ground rules to optimize meeting
	Maintain focus and pace
	Solicit agenda items for next meeting
	Do assignments

	Ask: Have you completed your  assignment?
	Clarify roles. Time keeper, scribe,robocop
	
	Evaluate meeting
	Check on each other’s status.  Offer help

	Set up room (think huddle, participation)
	
	
	Thank the participants
	Encouragement is easy & goes a long way


