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Project Management Foundations
with Bonnie Biafore

Healthcare Scheduling Project
Meeting Checklist

•	 Purpose of meeting

•	 Results needed

•	 Agenda: Topics with time estimates

•	 Attendees needed

•	 Schedule meeting: Day, start and finish times

•	 Send invitation and materials ahead of time

•	 Reminder to start on time

•	 Assign facilitator

•	 Assign scribe

•	 Edit and distribute meeting notes


