MEETING AGENDA
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MEETING LOGISTICS

	SUBJECT:
	PROBLEM SOLVING

	DATE:
	MACROBUTTON NoMacro [Click here and type date]

	START TIME:
	MACROBUTTON NoMacro [Click here and type time]

	END TIME:
	MACROBUTTON NoMacro [Click here and type time]

	LOCATION:
	MACROBUTTON NoMacro [Click here and type location]




PARTICIPANTS & ROLES

	LEADER:
	MACROBUTTON NoMacro [Click here and type name]

	FACILITATOR:
	MACROBUTTON NoMacro [Click here and type name]

	TECHNOGRAPHER:
	MACROBUTTON NoMacro [Click here and type name]

	CONSULTANT:
	MACROBUTTON NoMacro [Click here and type name]

	CONTENT EXPERT:
	MACROBUTTON NoMacro [Click here and type name]


PARTICIPANTS:

	MACROBUTTON NoMacro [Click here and type name]
	MACROBUTTON NoMacro [Click here and type name]
	MACROBUTTON NoMacro [Click here and type name]

	MACROBUTTON NoMacro [Click here and type name]
	MACROBUTTON NoMacro [Click here and type name]
	MACROBUTTON NoMacro [Click here and type name]

	MACROBUTTON NoMacro [Click here and type name]
	MACROBUTTON NoMacro [Click here and type name]
	MACROBUTTON NoMacro [Click here and type name]

	MACROBUTTON NoMacro [Click here and type name]
	MACROBUTTON NoMacro [Click here and type name]
	MACROBUTTON NoMacro [Click here and type name]




PREPARATION

	PLEASE READ:
	MACROBUTTON NoMacro [Click here and type subject]

	PLEASE BRING:
	MACROBUTTON NoMacro [Click here and type what to bring]


REASON FOR MEETING

	CONTEXT:
	MACROBUTTON NoMacro [Click here and type a background statement]

	PURPOSE:
	· MACROBUTTON NoMacro [Click here and type what needs to be accomplished]
· MACROBUTTON NoMacro [Click here and type what needs to be accomplished]
· MACROBUTTON NoMacro [Click here and type what needs to be accomplished]

	DECISION MAKING:
	MACROBUTTON NoMacro [Click here and select best option from Agendatec menu]


MEETING AGENDA

	DESIRED RESULTS BY TOPIC LEVEL
	HOW TO ACHIEVE DESIRED RESULT
	TOPIC LEADER
	TIME IN MINUTES
	RESULT STATUS

	To execute the meeting agenda as a roadmap that keeps the group on track.
	Introduce participants and review the agenda.
	
	10


	

	Verify the Existing Situation.
	Brainstorm - Symptoms

Force field Analysis-Problems

Determine - Causes

Determine- Root Causes

Create - Potential Opportunities

Create - Desired Results
	
	120
	

	Verify decision with stakeholders on Implementable Changes.
	Brainstorm – Four Levels of Changes

Decide - Changes

Decide - Success Criteria

Agree – Barriers to Changes and Removal
	
	180
	

	Execute the Changes.
	Plan Actions

Take Action

Monitor Progress

Choose Adjustments

Implement Adjustments
	
	60
	

	To decide on if the group achieved its Desired Results.
	Meeting Evaluation
	
	10
	

	TOTAL MEETING TIME IN MINUTES
	
	
	380
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