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Most people think of a meeting as an event - the time we’re gathered together in a physical or
virtual room. But meetings are actually a cycle that consists of three phases - before, during and
after. Too often meetings are unproductive due to a lack of proper preparation by both the
meeting leader and participants. Spending a few minutes designing a thoughtful agenda,
developing appropriate prework, and communicating clearly with your meeting participants,
can transform the entire meeting experience.

This guide contains an overview of how to design and communicate pre-work. The full guide
also includes a meeting agenda template, tips for writing a desired outcome and tips for
designing an agenda. 

Why Use Pre-work

What information, background, or context do
people need to know in order to be ready for
this discussion?
What activity could people do to help make
our time together more productive?

The time a group has together in the meeting is
precious, so we want to make the most of it. Pre-
work enables everyone to enter the room ready
for the discussion.

Questions to help you identify appropriate pre-
work:

PREPARE THE PRE-WORK

"Most people think of meetings as
an event - the time we’re gathered

together in a physical or virtual
room. But meetings are actually a

cycle, that consists of three phases
- before, during and after." 

What should people think about ahead of time so they come ready to share their best
thinking?
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Pre-work Formats

An article, video, or podcast explaining a concept or sharing information
An existing document or work product
A written, voice or video memo sharing context or information
A recording of a presentation that would have been done during the meeting
Completing a template, worksheet, questionnaire or poll
Reflecting on a set of questions
Leaving edits or comments in a shared document
Brainstorming on a topic

Sometimes the pre-work materials already exist, but other times you'll need to create
something new.

Examples of pre-work:

Pre-work Instructions

Specific instructions for what to do
Approximate time to complete the pre-work
Due date for completing the pre-work
How the pre-work will enable a more productive meeting

When sharing the agenda and pre-work with your meeting participants, be sure to give them
clear guidance so they know how to prepare for the meeting.

Information to share with the pre-work:


