Virtual Meeting Preparation Checklist for Remote Teams

Ensure seamless collaboration with a virtual meeting preparation checklist tailored for remote teams. This guide helps organize agendas, set
technical requirements, and clarify roles to maximize productivity. Proper preparation fosters effective commumication and successful outcomes in
virtual settings.

ChecKklist

¢ Define the Meeting Purpose & Objectives:
o Clearly state the meeting's goals.
o Share objectives with participants in advance.
¢ Set the Agenda:
o Create a detailed agenda and distribute it before the meeting.
o Allocate time for each item.
o Include time for Q&A and discussion.
¢ Assign Roles:
o Identify facilitator, note-taker, and timekeeper.
o Share responsibilities among team members.
¢ Confirm Technical Requirements:
o Ensure all participants have access to necessary software/tools (e.g., Zoom, Teams).
o Test microphones, cameras, and internet connections.
o Provide dial-in options or backup solutions if needed.
¢ Share Pre-reads & Materials:
o Distribute documents or resources for review before the meeting,
o Ensure files are accessible to all participants.
¢ Establish Ground Rules:
o Review etiquette (muting when not speaking, raising hands, using chat).
o Encourage participation from everyone.
¢ Send Invites & Reminders:
o Include meeting link, agenda, and any necessary instructions.
o Schedule reminders to maximize attendance.
¢ Prepare a Follow-up Plan:
o Decide how and when to share meeting notes.
o Assign action items and deadlines.

Tips for Success

¢ Encourage cameras on for better engagement.
o Start and end meetings on time.
¢ Circulate action itenrs and follow-up tasks promptly.

Effective preparation transforms virtual meetings into productive, engaging sessions that drive results for remote teams.
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