Appendix B: Meeting Agenda Template
	STAFF MEETING

	Date: _________________________________ 
Start/End Time: ________________________ 
Location: _____________________________

	
PURPOSE OF MEETING

	
Explains why the meeting is being held and what will be accomplished.

	
NOTE TAKER
	
Informs the group when an agenda item is taking longer than planned so that the group can determine whether to adjust the agenda or move to the next item.


	
ATTENDEES
	
Actively participate in the meeting, perform assigned tasks outside of meetings in the time frame assigned, read background materials, and otherwise prepare in advance to contribute to a productive meeting.


	
UNABLE TO ATTEND
	
Send input on discussion items to the group leader in advance of the meeting, perform assigned tasks outside of meetings in the time frame assigned, and get updated on the meeting’s outcomes.


	AGENDA

	AGENDA ITEM
	WHO
	AMOUNT OF TIME

	
Describe agenda items in action terms (e.g., Review plans for XYZ) that focus the group's work toward achieving desired outcomes. Assign a time limit and someone to lead discussion of each item.

	
	

	

	ACTION ITEM
	PERSON RESPONSIBLE
	DEADLINE

	
Record who is responsible for what follow-up action and by when.

	
	

	
NEXT MEETING WILL BE:
Set the next meeting while everyone is in the room and can check their calendars, rather than relying on someone making multiple contacts to firm up a date. 



FACILITATOR TOOL KIT
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