
THE FUNDAMENTALS OF MEETING MANAGEMENT 
 
 
 

• Create and use a detailed agenda. 
 

• Develop step-by-step process notes. 
 

• Clarify roles and responsibilities. 
 

• Set clear meeting norms. 
 
• Manage participation. 

 
• Make periodic process checks. 

 
• Take minutes. 

 
• Determine next steps. 

 
• Evaluate the meeting. 


