Meeting Protocol to Ensure Pre-Reading is Actually Read
1) Include in team ground rules for team, presented at kick-off meeting

a. We agree to read advanced reading materials prior to all meetings
2) For documents requiring participant review, sign-offs are required

3) Rules:

a. 1 day of lead time for each 5 pages of documentation

b. Outlook® and physical routing to be used

c. Confirmation prior to the meeting that the document has been reviewed
