A Team Exercise in Planning & Practicing

Meeting Agenda Template

Project / Team / Department:

Meeting Title:

Date:

Location:

Attendees:

Purpose: ( ol ncteadgdliious o MiEaiiEX. present and discuss an idea,

make_a.decision,.complete a deliverable, etc. If your meeting doesn’t have a specific

eed.ameeting!)
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to take on a different role each time!)
Facilitator:

Timekeeper:

Note-taker:

Participant(s):
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' How is the pace, flow, and tone of the meetings?

o Whalshoulnwego more oi?. Less iy
o  What should we continue as is?
' How well do we stay on topic?
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