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Start Here: Understand The Fundamentals of Meeting Facilitation
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Recommended Usage of the Canvas

Have a quick attempt at a purpose.
Use what you create to shortlist the
people who can help you achieve it

1 Invite an agenda from the
contributors - what do they want to
learn and/or share towards the
PUrpose.
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Contact the shortlisted contributors,
ask if they agree on the purpose. Ask if
they are the right people - invite them

to suggest others who may also be the
right people.

Schedule using your favourite
calendaring app

Write down what actions are agreed, who will
execute them and how they will communicate that
back and by when.
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During the meeting, take note of key points.
Connect the points to the agenda items. Agree when you will follow up, how and who will

Acknowledge tangents as ‘parking lots’. Make facilitate. Anyone can.
time to address them at the end.



