CRITIQUE MEETING CHECKLIST


	CRITIQUE NUMBER:
	
	DATE:
	

	
	
	
	


	ACTION
	CHECK

	1. INTRODUCTION / EXPECTATIONS
	

	2. HAND OUT THE SIGN-IN SHEET and INFORMATIONAL PACKET
	

	3. DISPLAY TIMELINE IF APPLICABLE
	

	4. READ THE SUMMARY OF FACTS and SOLICIT CHANGES
	

	5. STATE IMMEDIATE ACTIONS TAKEN
	

	6. CHAIRPERSON READ PREPARED QUESTIONS
	

	7. OPEN THE FLOOR FOR ADDITIONAL QUESTIONS AND DISCUSSION
	

	8. AGREE UPON ROOT CAUSE
	

	9. DETERMINE ACTION ITEMS TO BE TAKEN
	

	10. ASSIGN RESPONSIBLE PERSON & DUE DATE OF ACTION ITEMS
	

	11. OBTAIN SIGNATURES ON CRITIQUE COVERSHEET
	

	12. ADJOURN CRITIQUE
	


