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	Meeting Objective:
	[Stated meeting objectives should be: stated from the prospect’s perspective, focus on the outcomes they hope to achieve & be broad enough to be of interest to all attendees.]

	Executive Sponsor:
	[Executive Sponsor goes here]

	Date:
	[Date goes here]

	Time:
	[Time goes here]

	Location:
	[Location goes here] 

	Outcome:
	[Should accentuate the outcome & impact of the meeting.]  

	Preliminaries:
	[Work, data, etc.]

	Resources:
	[Supporting documents, website, etc.]




Meeting Attendees
	
	Name
	Organization
	Role

	1
	Attendee
	Company
	Title / Role 

	2
	Attendee
	Company
	Title / Role

	3
	Attendee
	Company
	Title / Role

	4
	Attendee
	Company
	Title / Role

	5
	Attendee
	Company
	Title / Role

	6
	Attendee
	Company
	Title / Role

	7
	Attendee
	Company
	Title / Role

	8
	Attendee
	Company
	Title / Role

	9
	Attendee
	Company
	Title / Role

	10
	Attendee
	Company
	Title / Role











Meeting Agenda – [Date]

	Agenda Item
	Speaker(s)
	Discussion Points
	Recommended / Estimated Time

	Introductions

	Executive Sponsor
	· Executive Sponsor welcomes everyone & briefly states the objectives of the meeting.
	5 minutes

	Agenda Item 1
	Participant
	· Summary of Agenda Item
	Estimated Time

	Agenda Item 2
	Participant
	· Summary of Agenda Item
	Estimated Time

	Agenda Item 3
	Participant
	· Summary of Agenda Item
	Estimated Time

	BREAK (~20 minutes)

	Agenda Item 4
	Participant
	· Summary of Agenda Item
	Estimated Time

	Agenda Item 5
	Participant
	· Summary of Agenda Item
	Estimated Time

	BREAK (~20 minutes)

	Agenda Item 6
	Participant
	· Summary of Agenda Item
	Estimated Time

	Action Items
	Group Discussion
	· Logical Next Steps -
· What needs to be done
· To whom it is assigned
· Target timeframe to complete
	15 minutes

	Next Meeting Date
	Group Discussion 
	· Date, Time & Place
· Identify agenda items for next meeting
	5 minutes

	Meeting Close
	Participant
	· Ensure outcomes of meeting met objectives
· Review Action Items
· Review Agenda Items for next meeting
· Update Calendars
· Feedback
	5 minutes


										    TOTAL TIME:   [total] 

Meeting Agenda – [Date]

Special Notes:
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