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STUDENT ORGANIZATION MEETING PLANNER 
 
Meeting Time/Place: _______________________________________________________________________ 
 
Group & Learning Goals for Meeting:  

 
 
 

 
 
 

 
 
 
 

 

 
Agenda: 

Item Facilitator 
 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
Pre-Meeting Tasks: 

c Double check space reservations 
c Send simplified agenda in meeting 

invite to group 
c Gather any supplies that may be 

needed 
c   
c   
c   
c   

 
 
 
 

Post-Meeting Tasks: 
c Distribute meeting notes and thank 

folks for attending 
c Follow up with anyone you expected 

to attend that didn’t 
c Distribute action steps created in 

meeting and follow up 
c   
c   
c  
c   
c   

 


