
Do I need a meeting? 

NO NO NO

YESYES
Do I have  

a clear  
purpose? 

Schedule  
think time

Do I need input  
from others  

to make progress?

Schedule  
work time

Does progress 
require real time 

conversation?

Use asynchronous 
collaboration

Schedule and prep 
for the meeting

Outcomes
Agenda

The right people
Next steps

Meeting notes
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