Checklist On How To Hold Meetings

	Teacher-advisor/

Student Coordinator
	Deadline
	Done

(
	Items/ Jobs

	Pre-meeting arrangements

	
	
	□
	1)   Set the aim

	
	
	□
	2)   Write the agenda

	
	
	□
	3)   Select the people you need

	
	
	□
	4)   Choose the date, time and venue

	
	
	□
	5)  Issue the notice, agenda 

(usually one week in advance)

	
	
	□
	6)   Contact the participants 

(giving relevant information, co-ordination)

	
	
	□
	7)   Reserve the venue

	
	
	□
	8)   Decorate the venue

	
	
	□
	9)  Audio visual aid 

(e.g. microphone, OHP, screen etc)

	
	
	□
	10)  Blackboard/ white board

	
	
	□
	11)  Diagram, chart and stand

	
	
	□
	12)  Seat arrangement

	
	
	□
	13)  Stationery

	Post-meeting arrangements

	
	
	□
	14)  Evaluate the meeting

	
	
	□
	15)  Tidy up the minutes of the meeting

	
	
	□
	16)  Issue the minutes

	
	
	□
	17)  Follow-up to the resolution

	
	
	□
	18)  Eight golden rules
    ~~~ Make sure your meeting has a purpose

    ~~~ Invite the people you need

    ~~~ Don’t boss the meeting.  Lead it.

    ~~~ Brief the participants in advance

    ~~~ Plan the course of the meeting

    ~~~ Be sure the meeting ends in action

    ~~~ Prepare starting question

    ~~~ Set the stage


a

