PLANNING MEETING - AGENDA


Meeting Title
Date
Time
Location
Organizer: 
Attendees: 
Purpose: 
1. Introductions (if necessary) 
2. Explain purpose of meeting, and review agenda (organizer) 
3. Review and adoption of minutes from previous meeting (if applicable) 
a. Changes/corrections of previous minutes 
4. Reports (from teams that have progress reports due) 
a. Report 1 
b. Report 2 
5. Other old business (updates from owners of actions identified in 
previous meeting) 
a. Item 1 
b. Item 2
6. New discussion items and/or presentations (in order of priority and relevancy) 
a. Item 1
b. Item 2


7. Action items 
a. New Action Item 1
i. Owner
ii. Deadline
b. New Action Item 2
i. Owner
ii. Deadline
c. New Action Item 3
i. Owner
ii. Deadline
8. Other Business
9. Set date and time for next meeting
10. Adjourn
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