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MEETING PLANNER 
 

BEFORE 

Prepare Agenda (with facilitator) 

Chair and co-chair approve agenda 

Reserve Room 

Order Food 

Invitation (AGENDA) by email 

Invitation with Google Calendar 

Reminder 

 

DURING 

SIGN IN sheet/Attendance 

Copies/ Handouts 

Obtain receipt for food 

Schedule next meeting 

 

AFTER 

Send Minutes 

(Draft to Chair for approval) 
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