
Making Meetings More Accessible
Meetings combine listening, processing, social communication, memory and rapid decision-making.

ACCESSIBLE MEETING

BEFORE

agenda • purpose • papers

DURING

captions • breaks • one
speaker

PROCESSING

time to think • clear
questions

ACTIONS

written owners & deadlines

FORMAT

remote / in-person options

FOLLOW-UP

summary • clarification

WHY IT MATTERS

Accessible meetings reduce missed information, cognitive overload and the need for people to choose between participating in the
discussion and recording what happened.
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