Meeting Title
SIMPLIFIED MEETING AGENDA

INSERT DATE & TIME
LOCATION
By the end of today’s meeting: 
· Insert Objectives

	A  G  E  N  D  A

	Agenda Item & Desired Outcome
	Process
	Lead
	TIME

	Rapid Cycle Test for Appointment Scheduling
Outcome: Design Rapid Cycle Test Framework


	· Bill Intros test need
· 3 small groups develop drafts

· Compare drafts and narrow options

·  Bill to take options and decides on final test framework & implement.
· Summarize Agreements & Accountability


	Bill
	40 minutes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	 
	
	
	

	
	
	
	

	Next meeting:  Date ______   Facilitator __________________     Note Taker _______________________




Meeting Ground Rules

· Insert Meeting Ground Rules
· Insert Meeting Ground Rules
· Insert Meeting Ground Rules
Meeting Agenda Template

Date, Time, Place

Invited: 

Facilitator:

Recorder/Timekeeper
(Insert a table row for each agenda item)
	1
	Agenda Item title (allotted time)

Summary. This should be a brief narrative in complete sentences.  Clearly reference materials used in support of the process preparation

Decision Making Process Describe how decisions will be made to close the agenda Item

Notes  on Agreements, Actions & Accountability


	2
	Example: Pets in Office Conflict (30 Minutes)

Summary. Need to decide on approach and develop an action plan to address the tension and conflict caused by pet dog in the workplace.

Decision Making Process Discuss using pro’s and con’s list to gain clarity.  Vote with consensus minus two votes
Notes  on Agreements, Actions & Accountability



Notes   

(Include parking lot issues, deferred agenda items and other notes that would fully describe the meeting)

