Meeting Agenda
Facilitator: ______________________
                    
           Date: __________________

	Accomplishments

& Updates:


	Go around the circle. Ask each team member to share a win, accomplishment or positive result of their last week’s goals and intentions. 

(This enhances an action oriented, results focus.)

	Acknowledgments:


	This is a quick time for a ‘thank you’ to team members who have helped you with anything from sharing info on something to helping you get a mass email out on time. If there are no acknowledgements, the facilitator leads off. Keep everyone looking for the positive things that others are doing!

	   Old Business:


	This is simple and obvious. If you are taking the minutes this week, make sure your minutes are clear and you know what to follow-up on when you’re leading the meeting next time.

	   New Business:


	Ask team members to get on the agenda ahead of time if they have new business for the next meeting. This means calling or e-mailing the person who is running the next meeting and asking to be listed on the agenda for new business.

	Close:

Review new team 

& Individual goals/

due dates


	The facilitator, with the help of the person taking the minutes, reviews all commitments and promises for action given during the meeting. This includes promissory dates for results and actions given by each person on the team.

	Educational/

Motivational Wrap:
	The facilitator closes with something special to uplift and inspire the team. It could be a story, a quote, an activity, a 3-5 minute u-tube video, a piece from a CD. In any case it is mean to inspire, teach share positive energy, etc. 

Note: If it is a story or quote, pass it out to everyone on the team as a handout. ( This will give them a growing file to share in their departmental meetings.) 


[image: image1..pict]

