Sample Team Meeting Checklist

	Completed /

Obtained
	Date
	Description

	(
	
	Recommended Resources:

	
	
	Overhead Projector

	
	
	PowerPoint Projector

	
	
	Laptop Computer

	
	
	Flip Charts

	
	
	Table Tents

	
	
	Notepads

	
	
	Pens

	
	
	Meeting worksheets (action plans or barrier & solution worksheets)

	
	
	

	
	
	People to Recruit:

	
	
	Designate a recorder / secretary of meeting

	
	
	Develop recruitment list for potential meeting participants

	
	
	Extend meeting invitations/calendar requests

	
	
	

	
	
	Items to Complete:

	
	
	Reserve meeting room

	
	
	Schedule caterer for breakfast / lunch if applicable

	
	
	Copy meeting materials (agendas, presentation materials, analysis findings, etc.)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


