


Only ONE person should.process.meeting.invites.-.Make sure that only one user for each mailbox
receives and processes meeting requests. This means that you should only assign one delegate with
Editor permissions. The mailbox owner and delegate must decide who will be processing all the meeting
requests. All other computers/devices and people should ignore (i.e. do not process, do not delete)
meeting requests for the mailbox if they receive them.

If more than one user must have access to your mailbox, carefully consider whether these users have to
be delegates or if you can assign Reviewer permissions instead.

Always Respond to Meeting Requests in the Inbox - We recommend that you always accept or decline
a meeting request from the Inbox. If you accept or decline a meeting by using the meeting item in the
Calendar in Outlook, the meeting request remains in the Inbox. It is important that you do not delete a
meeting request from the Inbox until you are sure that the meeting has been processed. The following
text appears in the InfoBar of the meeting request when the meeting request has been processed:
Accepted by username on date, time

Don't move meeting requests - Don't move a meeting request from your Inbox to a different

folder before you accept or decline the request or before the meeting appears in your calendar. Soon
after a meeting request arrives in your Inbox, a piece of Outlook code — nicknamed the "sniffer" —
automatically adds the meeting to your calendar and marks it as tentative. This is a fail-safe to keep you
from missing the meeting in case you don't see the request in your Inbox. However, the sniffer doesn't
reply to the meeting organizer. You still need to do that by accepting, accepting as tentative, or declining
the request. If you or a rule that you create moves an incoming meeting request from your Inbox before
the sniffer can process the request, the meeting never appears in your calendar, and you might miss the
meeting.

Don't delete a meeting request on one computer after you accept the same meeting request on
another computer - If you are using two computers that connect to the same mailbox (e.g., a desktop
computer that is using Online mode and a laptop computer that is using Cached Exchange Mode). The
meeting request that you accepted on the Desktop computer is immediately processed. The meeting
request that you deleted on the laptop computer is synchronized later. After synchronization, the
meeting on the desktop computer is also deleted.
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Don't auto- accept meetlng requests - If you have granted one or more persons delegate access to your

calendar or if you have deleate access to someone else's calendar turn off automatic acceptance of

meeting requests. By turning off automatic acceptance you avoid problems with delegate workflow b
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