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Sample Meeting Agenda 

Date/Time:  _________________________   

Location/Call In #: ____________________

Type of Meeting: ________________________

(staff meeting, project check-in, information-sharing, problem- solving, brainstorming or other)

Participants: _________________________________________________________________
	Desired Outcomes:

1.

2.

3.
	For  Information 
	For  Discussion 
	For  Brainstorming


	For Decision 

	Time
	Agenda Item
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	· Next steps
	· 
	
	
	
	


[image: image2][image: image3][image: image4]
( 2009 Connect Consulting Group LLC. All rights reserved. By liz.guthridge@connectconsultinggroup.com       Page 1

