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This protocol is designed to minimize the inconsistencies that sometimes exist in meetings.  It reflects a desire to have both more consistent meetings and more consistent outputs from those meetings.

Meeting Facilitator Roles and Responsibilities

The meeting facilitator will—

· ensure the agenda is sent out to all attendees in a timely fashion

· ensure the right people are invited and are clearly identified on the agenda

· ensure those who need “information only” are provided with information following the meeting, ensuring those who do not need to attend are identified as such

· facilitate the meeting discussion and run the meeting (per the schedule)

· ensure a timely beginning to the meeting

· limit the duration and scope of any diversions on discussions

Documentation Required 

The meeting facilitator will also ensure that the appropriate information/documentation is available to meeting participants.  This documentation shall include, but is not limited to—

· Clear agenda (including timings)

· Issues to be addressed

· Key decisions from last meeting

· Action status since last meeting

· Action items

· Assignees and due dates

