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AGENDA

Date / Time
Location

Meeting Objectives:
1. 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.
2. Example: Discuss & identify the top strategies for transitioning to value-based reimbursement.
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.
Attendees:
List attending representatives
	9:00am – 9:05am
	Meeting Opening

· Review objectives & verify agenda 

· Identify additional agenda items
· Welcome all attendees & roundtable introductions

	Executive Sponsor


	9:05am – 9:20am
	Agenda Item 1
· Agenda item summary possibly including previous work, referenced documents, & desired outcome from this item.

	Reporting Team


	9:20am – 9:45am
	Agenda Item 2
· Agenda item summary possibly including previous work, referenced documents, & desired outcome from this item.

	Roundtable Discussion


	9:45am – 9:55am
	Action Items
· Logical Next Steps -

· What needs to be done
· To whom it is assigned

· Target timeframe to complete
Next Meeting
· Date, Time & Place
· Identify agenda items for next meeting

	Team Roundtable

	9:55am – 10:00am
	Meeting Close

· Ensure outcomes of meeting met objectives
· Review Action Items
· Review Agenda Items for next meeting
· Update Calendars
· Feedback

	Project Manager
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