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On-site Meeting Checklist

Use this checklist to track the completion of tasks in preparation for your on-site meeting. Though finishing every task in advance is not required, the more you are able to do, the better. We look forward to collaborating with your team. 

	Items required
	
	Completion Date

	· A meeting room to accommodate the entire group
	
	___________________________

	· Internet/ Wi-Fi that Vision Team can access

· Phone with speakerphone 

	

	___________________________

	· Projector for projecting the presentation
	
	___________________________

	· (Optional) Large dry erase board
	
	___________________________
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