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Thursday, August 14, 2003           



<Meeting Title>

Purpose:  

<The meeting purpose answers the question,  “Why Meet?”>

Desired Outcomes:  
<“A Desired Outcome is what your meeting aims to achieve, the expected result.  Desired Outcomes are: brief written statements; specific and measurable; from the perspective of the participant; nouns not verbs.”>

By the end of this meeting, we will have:
Agenda:

	What 


	How 
	Who
	Time

	Start Up:

· Welcome/ Purpose

· Outcomes/ Agenda
· Meeting Evaluation Review

	· Present purpose/outcomes and see if any need to be added or deleted

· Discuss after meeting review from last meeting
	· Team


	· 5’

	<Insert new row for each meeting topic>


	
	· 
	· 

	
	· 
	· 
	· 

	Meeting Evaluation
	· Review Desired Outcomes

· Determine next meeting date/ time

· Complete after meeting review


	· Team
	· 5’


                              After Meeting Review

Take five minutes after each meeting to answer these four questions.  After you’ve answered these questions, tear this page away from the agenda and turn it in anonymously to the team leader who will tabulate the results for discussion at the next meeting.  

These reviews will help keep your team running smoothly and efficiently. 

	After Meeting Review:   1—Not at all       4—Exceeded my expectations

	1. We were able to achieve our desired outcomes in a timely manner.

1                    2                    3                     4

	2. We were clear about the decisions made, follow-up actions to be taken, and assignments given.

       1                    2                    3                     4

	3. I feel I am a valued member of this team.

       1                    2                    3                     4

	4. The team followed the ground rules.

       1                    2                    3                     4


Comments: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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