
Meeting Preparation Worksheet


This document provides preparation notes for the upcoming meeting.

	Meeting Information

	Date:
	
	Time:
	

	Subject:
	

	Meeting Objective:
	

	Meeting Facilitator:
	
	Place:
	


	Meeting Participants 

	Name, Title and Organization
	Date Invited
	Date Responded
	Confirmed [x]
	Declined [x]

	1. 
	
	
	[   ]
	[   ]

	2. 
	
	
	[   ]
	[   ]


	Materials Required 

	Item
	Person Responsible
	Date Completed

	· 
	
	

	· 
	
	


	Planning List 

	Day of Meeting
	Person Responsible
	Date Completed

	· 
	
	

	· 
	
	


	Meeting Follow-up 

	Item
	Person Responsible
	Date Completed

	· 
	
	

	· 
	
	


	General Comments
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