Meeting Planning Worksheet
	1. What is the topic of the meeting?  




	

	2. What is the expected result of this meeting?



	

	3. Who should attend the meeting?
a. People who absolutely must attend, because they have information or decision-making authority  that is essential

b. People whose attendance would be beneficial, but optional.


	

	4. How much time should the meeting take?


	

	5. Develop the agenda (See agenda planning worksheet below)
	

	6. Identify resources that you will need for the meeting, and arrange to have them there. Examples include:
a. Scheduling meeting room

b. Flip charts, markers

c. Computer, LCD

d. Snacks 

e. Other
	


Agenda Planning Worksheet
Meeting topic:____________________________

Meeting date and time:____________________________

Expected result of this meeting:_______________________________

	Item
	Time
	Topic
	What will be done
	Required preparation

	1
	
	
	


	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	


Meeting Planning Worksheet Example
	1. What is the topic of the meeting?  




	Planning for staff training

	2. What is the expected result of this meeting?



	· Agreement on training topics

· Action plan for getting training in place

	3. Who should attend the meeting?

a. People who absolutely must attend, because they have information or decision-making authority  that is essential

b. People whose attendance would be beneficial, but optional.


	· Agency director

· Employee supervisor

· Training director

· Budget director

· 3 employees

	4. How much time should the meeting take?


	1 ½ hours

	5. Develop the agenda (See agenda planning worksheet below)
	

	6. Identify resources that you will need for the meeting, and arrange to have them there. Examples include:

a. Scheduling meeting room

b. Flip charts, markers

c. Computer, LCD

d. Snacks 

e. Other
	Easel with large papers

Tape for posting large papers on wall

Markers

Post-Its or small papers/tape for multi-voting exercise


Agenda Planning Worksheet Example
Meeting topic:_____Planning for Staff Training_______________________

Meeting date and time:_________7 August 2010___8:30-10:00________________

Expected Result of this meeting:_We will agree on the content of staff training, and we will have an Action Plan for getting the training in place. 
	Item
	Time
	Topic
	What will be done
	Required preparation

	1
	8:30-8:35
	Goals for the meeting and expected result
	Meeting leader  meeting goals and expected results with group.


	Have meeting goals and results written on large sheets of paper  and  posted on the wall.

	2
	8:35-8:40
	Check-in
	Go around the room. Each attendee briefly discusses their hopes for the meeting and notes anything they especially want to be covered.


	

	3
	8:40-9:15
	Identify  and prioritize staff training needs
	Facilitator uses “multi-voting” approach to 
Identify, group and prioritize training needs.
	Bring small papers and tape or “Post-Its” for the multi-voting exercise.

	4
	9:15-9:40
	Identify steps needed to  get training developed and presented
	Facilitator leads group discussion .

	Flipchart with large sheets of paper, markers 

	5
	9:40-10:25
	Develop action plan
	For each step identified in Item 4, determine who  is responsible and due date.

	Flipchart with large sheets of paper, markers

	6
	10:25-10:30
	Check out and next steps
	· Go around the room. Each attendee briefly comments on what they learned from the session and any suggestions they have for the future.
· Project lead briefly review agreement on next steps, including setting next meeting date.
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