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· Did I consider the committee when selecting a date, time and location?

· Did I give the members ample advance notice of the meeting?

· Did I convey the purpose of the meeting and why their attendance is important?

· Did I get input from the Committee Chairperson in developing the agenda?

· Did I prepare and distribute and agenda prior to the meeting?

· Did I send a reminder notice (or call) a few days prior to the meeting?  Did I request a RSVP?

· Is my meeting room ready?

· Is my room arranged for maximum communication between members (facing each other)?

· Is the room comfortable (adequate light & temperature)?

· Do I have the necessary equipment and supplies?

· Does each chair have paper and pencil?

· Can each person see and hear the proceedings?

· Do I have individual ID tags on table or name tags if individuals do no know each other yet?

· Was I present to greet the committee as they arrived?

· Did I “THANK” the members for coming?

· Did we start the meeting on time?

· Did we adjourn at a reasonable time?

· Did I conduct the proper follow-up?

· Did I send follow-up correspondence with minutes attached?

· Did I communicate with those not in attendance?

· Did we establish a date and time for the next meeting?

· Did I follow through with recommendations and/or suggestions made by the Advisory Committee?


