Sample Agenda

Meeting Agenda for 10-30-2007 Meeting

	Team Name
	Game Ball Trackers
	Date
	30OCT2007

	
	
	Start Time
	5:00pm

	Facilitator
	Rick Mahase
	End Time
	6:30pm

	Minute Taker
	Duane Smiley
	Location
	LKD 2016

	Meeting Purpose:
	Generate Ideas for Ball Tracking Concept

	Specific Meeting Items
	Desired Outcomes
	Time

	1. Review Agenda
2. Presentation of individual ideas and discussion on building upon them

3. Address "Idea Parking Lot" issues
4. Review Action Items

5. Set Next Meeting Time


	Everyone gets prepared for meeting
Diverse set of more than 3 ideas

Avoid losing important ideas

Everyone understands what we just did and what we will do next

Next meeting agenda
	5 min
50 min

20 min

10 min

5 min


