	
Checklist for Productive Meetings

Pre-Meeting
· Do I know what needs to be decided at the meeting?
· Did I invite the people who need to be there? 
· Did I prepare an agenda and send it in advance?
· Did I send background information in advance?

Meeting
· Did we state how decisions would be made?
· Did we use ground rules?
· Did I clarify the Goals of the meeting? 
· Did we talk about current Reality? 
· Did we discuss Options?
· Did we decide what Will be done, by whom, by when?

Post-Meeting
· Was a meeting synopsis prepared that explains the decisions made and who needs to do what by when?
· Was this synopsis distributed within 24 hours?
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Ground Rules for Productive Meetings
 
· Keep discussions focused (make sure everyone knows the topic).
· Focus on one speaker at a time (avoid side conversations).
· Bring all issues to the table (avoid "back room" discussions).
· Manage your “airtime.”
· Tackle issues, not people.
· Participate fully – look, act, and be interested (silence implies consent).
· Balance inquiry and advocacy.
· Use “I” statements; put yourself in all interactions.
· Explain the reasoning leading to your conclusions.
· Identify assumptions – your own and other people’s.
· Make "undiscussable" ideas discussable.
· Honor this work as one of your highest priorities.
· Monitor and observe your ground rules.
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