Meeting Planner


	Scheduled date:
	

	Meeting title:
	

	Location:
	

	Goal/ purpose:
	

	
	

	Desired results:
	

	Do not forget:
	Plan (5-10 minutes), Do (40-50minutes), Review (5-10 minutes)

	Scheduled time
	
	
	Actual time
	
	

	Start
	Stop
	Total hrs
	Start
	Stop
	Total hrs

	
	
	
	
	
	

	
	Group members to attend (list functions):
	
	

	1
	(Leader) 
	6
	

	2
	
	7
	

	3
	(Scribe) 
	8
	

	4
	
	9
	

	5
	(Resource, coach, time keeper) 
	10
	

	
	
	Items to be discussed                                                                                             (Sequence)
	#

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	

	9
	
	
	

	10
	
	
	

	Meeting Notes:  

	

	

	

	

	

	

	

	

	

	

	

	Review of the Meeting: 

	

	

	Decisions / Next Steps: 

	 

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


