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Meeting Agenda Worksheet

	PART ONE: MEETING INFORMATION

	SPONSOR/HOST
	 Who’s hosting this meeting? Enter the organization name.

	MEETING PURPOSE
	For what purpose are people being invited to attend?

	DESIRED PARTICIPANTS
	Describe who should attend as representatives of the host organization and other guests.

	HOW TO INVITE?
	How are participants being invited and/or notified of the meeting? Are they registering or do they need to RSVP?

	HOW MANY EXPECTED?
	How many are expected to attend?  (Enter a number range from smallest to highest possible number of attendees.)

	DATE
	Consider other events and holidays. Recommended minimum notification time of two weeks. 
	Start Time: 
	 End Time: 

	LOCATION 
	Where will you hold the meeting? Consider accessibility, parking. Provide map/driving directions to the venue in the invitation.

	WHO IS RESPONSIBLE FOR MAKING ARRANGEMENTS FOR MEETING VENUE? 
	Facilitators do not always get involved in logistical arrangements, but because logistics matter to the success of a meeting, they should make sure someone else understands the meeting design and makes appropriate arrangements.  




	HOW MANY BREAKS?
	 

	REFRESHMENTS 
	|_|Ice Water for All
|_|Hot Beverages (For Mornings)
|_|Nutritious Snacks (For Breaks)
|_|Lunch (For All Day Events)
	If refreshments cannot be provided, consider proximity of dining options and consider adjusting the length of breaks

	ROOM SET-UP Confirm desired set-up with venue.  Plan to arrive in time to rearrange as needed.  
	Participant Seating:
|_|Hollow U
|_|Rounds
|_|Classroom

	Room Setup:
|_|Head Table
|_|Refreshment Table(s)
|_|A/V Equipment
|_|Other: 

	EQUIPMENT NEEDS Confirm desired set-up with venue.  Plan to arrive in time to rearrange as needed. 
	[bookmark: Check1]|_|Easels
[bookmark: Check2]|_|Flip Chart
[bookmark: Check3]|_|Paper and Markers
|_|Projector / Screen(s)
|_|White Board
|_|Microphone(s)
|_|Speaker(s)
	Other: 

	MATERIALS
	|_|Table Tents
|_|Name Tags
|_|Handouts
	Other: 





	PART TWO: MEETING OBJECTIVES

	OBJECTIVE
	TOPIC 
(SHORT TITLE)
	DESIRED OUTCOME
	FACILITATION METHOD
	TIME NEEDED
	ROLES AND RESPONSIBILITIES
	TOOLS & SUPPLIES NEEDED

	To make everyone feel welcome and included.
	Welcome and Introductions
	Ensure everyone feels welcomed and knows who else is in attendance. Consider having all attendees introduce themselves to achieve desired outcome.
	Round Robin
	At least 5 minutes, depending on the number of people attending.
	
	

	To review the meeting objectives, agenda, and ground rules, and if needed, explain roles and responsibilities, introduce recording method, introduce parking lot.
	Meeting Orientation
	Confirm everyone understands purpose of the meeting and agrees to ground rules.
	Facilitator Lead
	At least 10 minutes.
	
	

	To…
	
	Add meeting objectives and put in order. Add rows for breaks as needed.
	
	
	
	 

	To…
	
	 
	
	
	
	 

	To…
	
	 
	
	
	
	 

	To close the meeting, including review of next steps and action items, close the parking lot, conduct meeting evaluation (if appropriate), and thank you to participants.
	Meeting 
Wrap-Up and Closing
	End the meeting thoughtfully with an eye for moving forward. Don't include in meeting objectives on agenda.
	Facilitator Lead
	At least 10 minutes.
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