Meeting Planning Worksheet

(For Multiple Rooms)

	Subject:
	

	Date:
	

	Location:
	

	Length:
	

	Requestor:
	

	Coordinator:
	


	Day
	Attendees:
	Room
	Overhead Projector
	 LCD Projector
	Slide Projector
	TV/VCR
	Laptop Computer
	White Board
	Flip Chart
	Chalk Board
	Screen

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


	Time
	Agenda Items
	Responsible Party

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


