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Microsoft Teams ﬂ

Quick guide for efficient meetings

Before the meeting

@ Purpose: Purpose of the meeting in one sentence

= Agenda: 1) Opening (5’) 2) Status (10) 3) Decisions
(20" 4) Actions (5')

8 nvite only relevant participants; assign roles

& Send preparatory material 24-48h in advance

Set up in Teams During the meeting

& Cleartitle +correct (© starton time:
date/time 1-2 minute per ononal
@ Mic/cameraoff at B Follow agenda:
the beginning; stop use “parking lot™ for
recording if not needed side topics
¢ Addlink to working &g Use share screen only
document in invitation when necessary
B} Noteazd action items:
who — what-until when

After the meeting

“? Send minutes & action items within 24h
B Track progress in Teams or Planner
© Ask for quick feedback: was the meeting useful? (1-5)

Microsoft Teams

Quick Guide for Efficient Meetings

Before the meeting

e Purpose: State the meeting's purpose in 1 sentence

e Agenda: 1) Opening (5') 2) Status (10°) 3) Decisions
(20') 4) Actions (57

e Invite only relevant participants; assign roles
e Send preparatory material 24-48h beforehand

Setting up in Teams

& Clear title + correct date/time

e Mic/cam off at the start; stop recording if not need
e Add link to working document in the invitation
During the meeting

Start on time; 1-2 min personal intro

Follow agenda; use ‘parking lot’ for side topics
e Share Screen only when necessary

® note action items:who- what-until when

After the meeting

e Send minutes & actions within 24h
e Urmareste progresul in Teams sau Planner



