Virtual Meeting Checklist

	Meeting Date/Time:
	


	Meeting Purpose:
	



	Meeting Technology Platform:
	



Rotating Meeting Roles:
	Role
	Role Description
	Person Assigned

	Leader
	Selects articles and topics for discussion; works with the co-facilitator to develop the discussion prompts; identifies action items
	

	Co-Facilitator
	Guides the group through the discussions; ensures equal speaking opportunity; communicates decisions and next steps; identifies action items
	

	Timekeeper
	Manages time limits on discussion items
	

	Note Taker
	Distributes the agenda; pre-work and relevant materials before the meeting; records key decisions and action items; compiles and distributes meeting notes
	


Note: All meeting roles except the Facilitator also engage as participants.

Participants:
	Name
	Contact Information
	Time Zone

	
	
	

	
	
	



Meeting Norms: 
[Meeting norms are the standards the group defines for working together positively and productively. The norms should provide a guideline for behavior.]
1. …
2. …

Rules of Engagement:
[The rules of engagement or “ground rules” describe the specific actions that the group should take to act effectively.]
1. …
2. …
