




Leading Effective Meetings Planning Guide and Worksheet:  
· This guide can be used to enhance the effectiveness of team meetings. Teams are encouraged to refer to this tool frequently to reinforce maximum team performance.
· Effective meetings need preparation before the meeting, leadership during the meeting, and follow-up after the meeting. Good planning can significantly impact meeting quality and effectiveness and should be adapted to different meeting purposes.
· Below find a series of suggestions and planning questions to help you organize your thoughts and intentions before having the meeting.					 
PHASE 1: PLAN AND PREPARE 
1. Define the Purpose. What is the topic and goal or desired outcome of this meeting?

Identify the purpose and outcome. Consult previous meeting notes as appropriate. 
Create three sentences defining success for the meeting (desired outcomes).

2. Determine what kind of meeting this is (e.g. informational, decision-making, problem solving, strategy and planning, or product development/review).

Identify the type of meeting.

3. Define the key topics to address and indicate if they are discussion or decision points. 

List the key topics and prioritize.

4. Determine who needs to attend this meeting and why. 
	
Identify meeting participants. Make sure decision makers, experts, or key champions/influencers are present.


5. Detail what information you need to collect. What supplemental data, information, or artifacts might possibly be of use during the meeting? (Share these with the other meeting participants as timely during the meeting.)

Identify what information you need to collect.

6. Identify what pre-work participants need to complete to prepare for the meeting.

Identify pre-work necessary to a successful meeting .
 
7. Create an agenda including:
a. Defining your purpose and the desired meeting outcomes
b. List topics and person(s) responsible
c. Identifying decision points and action items

Build out the agenda.

8. Distribute the agenda and pre-work to the participants at least three days before the meeting and ask for input. Call attention to any preparation requested of the attendees.



PHASE II: CONDUCT THE MEETING


1. Start the meeting on time, make introductions as necessary, ensure someone will be recording the main points and action items. Review the meeting ground rules.

2. Review the purpose and agenda with a focus on the time allocated for each item and deliverables or desired outcomes.

3.   Review the previous meeting or past action items (if applicable).

What items from past meetings are most relevant to this meeting?

4. Introduce first agenda item and person responsible, and invite input. 

Ensure all participants have an opportunity to voice their views.

5. Facilitate the discussion
a. Listen and ask questions instead of defending your position.
b. Recognize related issue and address or move to “parking lot” where appropriate.
c. Ensure presenters stay within allocated time.
d. Ensure all attendees have an opportunity to contribute.
e. Be prepared with back-up materials as appropriate.

What documents or resources might be useful to advance the current discussion? Do you have samples or examples to guide the discussion on deliverables?

6. Summarize key decisions, action items, issues needing resolving, people responsible, and schedule next meeting.

What items still need resolving?



PHASE III: CONDUCT AFTER-ACTION REVIEW

1. Conduct an After-Action Review.

What should have happened in the meeting? What happened in the meeting? How can the next meeting be improved?

a) Consider how the meeting outcome will shape the next meeting if required.

Anticipate key topics for the next meeting.
b) Decide who else to brief or how to distribute meeting outcomes to other stakeholders.

Are there additional stakeholders who need to be involved and updated?

c) Revisit project timelines, action items, your own next steps, and follow through.

Identify key items for follow through.


2. Publish summary including action items capturing decisions and future agenda items.

What is the best channel for delivering the meeting notes?

3. Track the accomplished tasks.

How can task accomplishment best be tracked?




WAKE FOREST UNIVERSITY    COPYRIGHT 2025      ALL RIGHTS RESERVED       clc.business.wfu.edu                               1
image1.jpg
Wake Forest University
School of Business

@Hegacy Center for Leadership and Character




image2.jpeg
Wake Forest University
School of Business

@Hegacy Center for Leadership and Character




