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Meeting Checklist 
Date: 	E.g. Fall 2022
	ITEM
	DEADLINE
	PERSON RESPONSIBLE
	√
	NOTES

	Meeting date, time, and location scheduled
	
	
	
	

	“Mark the Date” notice sent out
	
	
	
	

	Agenda developed
	
	
	
	

	Send letter to expected participant list to confirm attendance, distribute agenda, and provide directions to meeting (ten days before meeting)
	
	
	
	

	Reminder notice sent
	
	
	
	

	Room set up & technology ordered
	
	
	
	

	Refreshments ordered
	
	
	
	

	Conduct phone follow up to invitation to maximize attendance
	
	
	
	

	Send thank you/follow up messages
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	Meeting notes sent out, including to VP Education office
	
	
	
	

	Press/web site/social media release
	
	
	
	

	PAC membership list updated and sent to VP Education office
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