Sample Stakeholder’s Meeting Guidelines:
1) Plan on a 10 minute meeting.  
a. Present your basic message in a 10 minute format.  
b. However, be ready to discuss additional information in the event that more time is available. 

2) Be prepared.  
a. If you have any data to support what you will be discussing with the stakeholder, organize that data clearly concisely on a one page document.  
b. Be ready to provide a copy of the document if the stakeholder asks for the information.  
c. If you are asked for information that you do not know, tell the stakeholder that you will attempt to access that information as soon as possible and get back with him or her quickly. 
3) Ask to be added to the distribution list for any electronic newsletters or email alerts coming out of the stakeholder’s office so that you can stay informed of his or her efforts.
4) Offer a business card with your contact information on it.  
5) ALWAYS thank the stakeholder for meeting with you EVEN if you did not agree with something he or she said. 

