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                                        Meeting Design Worksheets

Agenda Template (once complete, to be sent out to all participants 1 week before meeting)
Committee Name: 
Minute-taker: 
Meeting Date: 

Time: From _____ a.m./p.m., To _____ a.m./p.m.

Location: 
Attendees:
Overall Meeting Purpose:

Expected Outcomes:

	Activity/Topic
	Results
	Lead
	Time
	Prerequisites

	What needs to be discussed?
	What’s the reason for discussing this topic? (i.e. to decide? Share? Review? Etc.) 
	Who will lead the discussion?
	What’s the time required to complete the topic?
	What information must be reviewed, or actions completed pre-meeting?


Agenda Example:

	Activity/Topic
	Results
	Lead
	Time
	Prerequisites

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Process Notes Template (for the meeting leader/facilitator’s eyes only)

Meeting Date: 

Time: From _____ a.m./p.m., To _____ a.m./p.m.

 # of Attendees: ____
Overall Meeting Purpose

The purpose of this meeting is bring the management team together to share successes, critical business and industry information and leverage the expertise of the team to ensure that the 2015 business plan is aligned to the company vision.  

Expected Outcomes

1. Share Successes and lessons learned from last year

2. Share Vision, Mission and Goals for company



3. Gain feedback/input on Strategic Initiatives

4. Team Building, networking across functions/region 

5. Increase Industry Acumen 

6. Professional Development 

	Activity
	Result
	Time
	Steps

	CEO Intro
	Clarity as to the meeting purpose, outcomes, process
	9:00

10


	Key Messages
1. Why we are shaking things up: survey results
2. Review purpose and outcomes of the meeting 
3. Review participation expectations 

4. Paul’s role over the two days

5. Introduce Facilitators

	Facilitators Intro
	Clarity as to role, agenda and interaction guidelines 
	9:10
5
	Define Role

Review Agenda

Review Interaction Guidelines


	Icebreaker
	Participants relax, get to know who is at their table, in the room 
	9:15

10
	Plenary discussion on what we have in common ????

	Team Challenge: Silo Busting 
	Clarity as to how team can work more collaboratively
	9:25

75
	Need more here.  


	
	
	
	1.

2.




Action Plan Template (captures all actions from meeting; sent out 1-2 days post-meeting)
Committee Name: 
Meeting Date: 

Attendees:

Resulting Action Plan 
Example:
	Action
	Owner
	Start/End
	Required Resources
	Success Measure
	Status

	To conduct a focus group session with key stakeholders to ensure our Q4 2013 solutions are valid
	
	
	 Documented solutions decided in this meeting 
	 Validation of 

 our new  

 targets
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