CEB Meeting Checklist

· 5 Days Prior to Meeting
· Finalize/Distribute Agenda

· 3 Days Prior to Meeting
· Send reminder email 

· Day of Meeting
· Send reminder text messages
· Reminder word of mouth
· Print Action Item Tables w/ old Action Items in them

· 1 Day following Meeting
· Send Minutes
· Send Action Items

· 2 Days following Meeting
· Post Agenda online
· Post Minutes online

