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Meetings suck. This form is to help streamline meetings to keep them on track and less sucky.
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	Facilitator—The person who runs the meeting and keeps everyone on topic. This can be anyone. Feel free to take turns being the facilitator. 

Quick Meeting Wrap Up

1. Were all the goals discussed?
2. Go over main goals discussed and sum up the meeting resolutions.
3. Does anyone have any questions before the meeting ends?
4. Does there need to be another meeting?
a. If so, set it up during the meeting right away.
5. (Optional) Send follow up communications to everyone in the meeting on what was discussed.
	Some Helpful Meeting Tips

Prep before the meeting—Meetings are most impactful when everyone is prepared. Meetings shouldn’t be the space to talk about the meeting or bring up new ideas (that's for brainstorming).
Understand stakeholders expectations—This is crucial. Make sure stakeholders expectations of the meeting are understood as to not waste their time. Best practice is to give a short description of what the meeting will be about and the goals of the meeting.
Respect the time restraint set—Keep your promises.
Make sure everyone in the room can be heard—Sometimes going around the room allowing everyone to give their opinion on a topic (uninterrupted) can make sure everyone feels they are heard. 



Copyright © 2026 Projo Management • All rights reserved • projo-management.com • More Than a Tool. It's Project Management.
