AGENDA
Meeting: 	(Name of Meeting)
Date: 		January 31, 2021
Time: 		3:00 am – 4:00 pm
Location: 	Boardroom A
Attendees: 	Wayne G., Serena W., Lebron J., Hayley W., Peyton M.
Regrets:   	Terrell O. 
Facilitator: 	Chris B.
Note taker: 	Tom B.

	Start Time
	Item
	Owner

	11:00 am	Comment by Chris Bergen: Start time indicates when discussion of this topic begins. No need to put the end time, because it is redundant, since we know that it ends when the following item begins.

	Welcome and Territorial Acknowledgements
We acknowledge and thank (the First Nations on whose lands you are meeting) for allowing us to live, work, and play on their traditional lands.	Comment by Chris Bergen: Blue text indicates speaking notes/prompts for the meeting Chair. These notes should be removed from the copy that is circulated to the meeting attendees.
	Chris B.

	11:20 am
	Topic 1
· Speaking notes/prompts
	Serena W.

	11:30 am
	Topic 2
· Speaking notes/prompts
	Hayley W.

	11:40 am
	Topic 3
· Speaking notes/prompts
	Lebron J.

	11:45 am
	Roundtable	Comment by Chris Bergen: It’s important to schedule a round table discussion at weekly or monthly meetings – this is when your group becomes a team. The round-table discussion gives an opportunity for the team to solve problems (including interpersonal conflicts) and build trust.
	All

	12:00 pm	Comment by Chris Bergen: End time should be set in stone. Topics can go over, but that means taking time away from other topics. Do not take time away from the roundtable, and do not end the meeting late.

	Adjourn
	Chris B.





Meeting Ground Rules	Comment by Chris Bergen: Include the groups meeting ground rules here. For guidance, visit: https://blog.lucidmeetings.com/blog/using-ground-rules-improve-engagement-excellent-team-meetings
· Rule 1
· Rule 2
· Etc..
Parking Lot	Comment by Chris Bergen: When an interesting topic comes up but there is no time to discuss right now, add it to the parking lot. If there is time left after you’ve covered the agenda items, come back to them. If there is not time, you can add them to the agenda for your next meeting.
· Topic 1
· Topic 2
· Etc…
Items for Follow-Up:	Comment by Chris Bergen: When a task gets assigned, add it here so that you can easily follow up at the next meeting. The note-taker should add new items as they come up in the meeting so that they can easily copy/paste them into the meeting minutes afterwards.

· Follow-up item 1 | (who is responsible) | Due Date
· Follow-up item 2 | (who is responsible) | Due Date
· Etc…
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