7Ps of Meeting Planning 

· Purpose: 
WHY ARE WE HAVING THIS MEETING?  
WHAT OPPORTUNITY OR ISSUE ARE WE ADDRESSING? 
· Product & Payoff:
WHAT SPECIFIC ARTIFACT WILL WE PRODUCE OUT OF THE MEETING? 
WHAT WILL IT DO, AND HOW WILL IT SUPPORT THE PURPOSE? 
· Participant Outcomes
· Head: 
WHAT DO WE WANT PARTICIPANTS TO KNOW?
· Heart: 
HOW DO WE WANT PARTICIPANTS TO FEEL? 
· Hands: 
WHAT DO WE WANT PARTICIPANTS TO DO OR HAVE? 
· Sponsor Goals:
WHAT DO WE WANT OR NEED TO COME AWAY WITH? 
· People: 
WHO NEEDS TO BE THERE, AND WHAT ROLE WILL THEY PLAY?  
WHO ARE THE RIGHT PEOPLE TO ANSWER THE QUESTIONS WE’RE ASKING? 
· Process:
WHAT PROCESSES AND ACTIVITIES SUPPORT OUR DESIRED OUTCOMES?  
WHAT AGENDA WILL WE USE TO CREATE THE PRODUCT? 
· Processes
WHAT WILL GET US TO OUR DESIRED PRODUCT & PAYOFF? 
· Agenda
IN WHAT ORDER, AT WHAT TIME? 
HOW WILL THE MEETING LOOK TO ATTENDEES? 
· Pitfalls:
WHAT ARE THE RISKS IN THIS MEETING, AND HOW WILL WE ADDRESS THEM? 
WHAT GROUND RULES OR PROCESSES WILL KEEP US ON TRACK? 
· Practicalities:
WHAT ARE THE LOGISTICS OF THE MEETING?  
WHEN AND WHERE WILL WE MEET? 
WHAT TOOLS & SUPPLIES WILL WE NEED?  
· Preparation:
WHAT WOULD BE USEFUL TO DO IN ADVANCE?  
WHAT READING, WORK, OR RESEARCH WILL FUEL SUCCESS? 
WHAT PREPARATION WILL HELP PARTICIPANTS SHOW UP READY?  

