
Define Objectives and 
expected outcomes

Determine best method 
of communication

Determine best person
to lead the meeting

Is a facilitator needed?

Who needs to be invited
to make the meeting

successful?  What data
Is needed at the

meeting?

Determine logistics –
On-site or off-site?

Room size?
Technology needed?

Develop agenda with
presenters, time frames

critical issues first,
60-90 minutes max,

send agenda 48 hours
in advance

During meeting
communicate ground

rules, use Parking
Lot

Distribute meeting
minutes within 48

hours
Follow up on
action Items!

Meeting Flowchart
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