Board Meeting Checklist 
A Quick Checklist
Set # of Days Before the Meeting 
[image: image1.wmf]Map 
[image: image2.wmf]Official Meeting Notice 
[image: image3.wmf]RSVP Mechanism 
[image: image4.wmf]Agenda

Just Before the Meeting 
[image: image5.wmf]seating and room set-up 
[image: image6.wmf]extra chairs for guests 
[image: image7.wmf]extra tables for registration and displays 
[image: image8.wmf]equipment (easels, screens, flipcharts, etc.) 
[image: image9.wmf]materials (paper, pens, etc.) 
[image: image10.wmf]water, glasses 
[image: image11.wmf]thermostat and lighting controls 
[image: image12.wmf]refreshments and breaks 
[image: image13.wmf]agenda available 
[image: image14.wmf]other materials available for handouts 
[image: image15.wmf]name tags, table tents 
[image: image16.wmf]podium, podium sign, microphone 
[image: image17.wmf]welcome sign in lobby 
[image: image18.wmf]parking arrangements

At the Meeting 
[image: image19.wmf]meeting, greeting, seating of participants and guests 
[image: image20.wmf]minute taking 
[image: image21.wmf]greeting of late-comers 
[image: image22.wmf]handing out materials (consider format carefully) 
[image: image23.wmf]operation of equipment 
[image: image24.wmf]announcements and housekeeping 
[image: image25.wmf]optional appointments - parliamentarian and sergeant at arms

Notes-Extras (birthdays, taste preferences, ADA?) 
____________________________________________________________ 
____________________________________________________________ 
____________________________________________________________ 
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