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Specify the purpose and 

outcome

Is a face to face 

meeting required?

Ensure 

people know 

their roles

Schedule in time for 

preparation

Avoid interruptions

Watch for non-verbal 

communication Review & agree minutes 

and actions

Start and 

finish on time

Have an 

agreed agenda, 

stick to it

Have a “parking 

lot/issues bank”

Listen and 

summarise


