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Meeting Title Goes Here

Sample Meeting Agenda

	[Stated Meeting Objective Goes Here]

	
	[Date]  [Time]
[Location]

	Executive Sponsor:
	[Sponsor Name]
	Preliminaries:
	[Work, data, etc.]

	Facilitator:
	Angela
	Resources:
	[Supporting docs, website, etc.]

	Intended Meeting Outcome:  

Should accentuate the outcome & impact of the meeting.  Example: Determine the top strategies & areas affected for transitioning to valued-based reimbursements for ABC Co.
Meeting Objective Specifics:

By the end of this meeting, we will have:

1. Objective 1
2. Objective 2
3. Objective 3
4. Objective 4


	Attendees:


	[List of attendees goes here.]

	Agenda

	
	
	

	Introductions, Review Objectives & Verify Agenda
	[Executive Sponsor]
	 5 minutes

	Agenda Item 1
	[Team 1]
	15 minutes

	Roundtable Discussion
	[Group]
	15 minutes

	Agenda Item 2
	[Team 2]
	15 minutes

	Roundtable Discussion
	[Group]
	20 minutes

	Action Items
	[Group]
	10 minutes

	Next Meeting
	[Group]
	5 minutes

	
	
	

	Additional Information

	Special Notes
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