MEETING AGENDA
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MEETING LOGISTICS

	SUBJECT:
	TEAM CHARTER

	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


	

	Generate ideas on the Organizational Context & Project Background.
	Record in the Team Charter frame.
	
	15
	

	Generate ideas on the Company Opportunity, Company Benefits and Current State Costs.
	Record in the Team Charter frame.
	
	30
	

	Decide on Team Goals, Scope and Assumptions/ Constraints.
	Record in the Team Charter frame.
	
	30
	

	Decide on Team Decision Making Process.
	Record in the Team Charter frame.
	
	5
	

	Decide on Team Stakeholders, Sponsors, Leadership and Membership including Roles and Responsibilities.
	Record in the Team Charter frame.
	
	30
	

	Decide on Team Work Plan.
	Record in the Team Charter frame.
	
	30
	

	Decide on Team Meeting Schedule.
	Record in the Team Charter frame.
	
	15
	

	Decide on Team Communication.
	Record in the Team Charter frame.
	
	5
	

	Verify Team Charter with stakeholders, leadership and members.
	Review Team Charter Document.

Search for Acceptance.
	
	60
	

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

	TOTAL MEETING TIME IN MINUTES
	
	
	240
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