
Agenda for Meeting
Date: 2021
Time/Location: 
Attendees:
 
Double Strikethrough = known absences
Single Strikethrough = possible absence
Guests: 
Timekeeper:

Process Observer:

	TIME
	SEGMENT
	PRESENTER
	PURPOSE
	ACTION ITEM

	TIME
1:00 – 1:05

	INTRODUCTION 
	
	
	

	TIME
1:05 – 1:15


	TEAMBUILDING EXERCISE 
	See Schedule
	
	

	

	TIME

1:15 – 1:20

	CONSENT AGENDA

1. Approval of Minutes

· Review previous minutes in advance of meeting
	PRESENTER
	PURPOSE

Approval
	ACTION ITEM
Approval

	TIME
1:20 – 1:25

	ANNOUNCEMENTS 
e.g. vacations, conferences, special presentations, events, etc
	
	PURPOSE
	PURPOSE

	

	TIME
1:25 – 1:45

	OLD BUSINESS

1. TOPIC, with time required, summary, and any prep

2. TOPIC, with time required, summary, and any prep
	
	PURPOSE
Information, Brainstorm, Discussion,
Decision 
	ACTION TO BE TAKEN / DEADLINE
(Dates)

	TIME
1:45 – 3:00
1:50 – 2:10
2:10 – 2:25
2:25 – 2:35
Etc

	NEW BUSINESS

1. Item (20 Minutes)
- Summary
- Prepwork
2. Item (15 minutes)
- Summary
- Prepwork
3. Item (10 minutes)
- Summary
- Prepwork  

4. Item


	
	PURPOSE
Information
(FYI)

Brainstorm

Discussion

Decision


	ACTION TO BE TAKEN / DEADLINE
(Dates)


	2:35-3:00
	CLOSURE
	
	
	

	
	PENDING / CARRYOVER / PARKING LOT
	
	
	

	
	1. 
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