Facilitating in PPQ

Handout 3


Meeting Design Sample 
(Insert Meeting Title Here)

Meeting Design
STEP 1: DEVELOP PURPOSE 

Meeting Purpose: 

STEP 2: DEVELOP OUTCOMES

Meeting Outcomes:


STEP 3: IDENTIFY PRE-MEETING REQUIREMENTS


	Invitees
	Represents
	Contact Information

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


STEP 4: ESTABLISH KEY AGREEMENTS

Meeting Logistics:


The facilitator will provide the following equipment:


Facilitator and Co-facilitators for the meeting:

	
	
	

	
	
	

	
	
	

	
	
	


STEP 5: IDENTIFY IMPACTING DYNAMICS


STEP 6: DEVEVELOP MEETING AGENDA

Organization

Name of the Meeting
Date 
Time

Location
	Purpose

	Meeting Purpose:

	Expected Outcomes

	


	Attendees:

	· (( = present)
	· 

	· 
	· 

	· 
	· 

	· 
	· 

	· 
	· 

	· 
	· 


	Agenda

	Topic
	Presenter
	Time (minutes)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Notes:



STEP 7: DEVELOP MEETING PROCESSES
	Name of the meeting:
Meeting Design

	Item
	Topic
	Presenter
	Time 

	
DAY 1 

	Introductions and Welcome


	
	

	Describe process:

Resources needed to accomplish topic/process
	
	

	Describe process:

Resources needed to accomplish topic/process
	
	

	Describe process:

Resources needed to accomplish topic/process
	
	

	Lunch/Breaks


	
	

	Next Steps/Close/Wrap- up


	
	


STEP 8: DEVELOP GROUND RULES


STEP 9: GAIN APPROVAL
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