

[bookmark: _GoBack]CHAPTER MEETING PLANNING SHEET

Date:__________________Time:____________Place:________________________________
		
Purpose of Meeting: 	


People other than team members attending meeting: 
	

What specifically is needed from them? (information, approval, guidance)

	

Agenda Items					Responsible Party			Time 
____________________________		______________________		___________
____________________________		______________________		___________
____________________________		______________________		___________
____________________________		______________________		___________

Materials/Equipment Needed				Arrangements Made

____________________________			___________________________________
____________________________			___________________________________
____________________________			___________________________________	

Is there anything on the agenda that might lead the group into conflict or confusion?  Are there any issues the group has committed to focus on to enhance their own state of continuous improvement?

Issues to Plan For					Strategies to Help Manage Issues

_______________________________		_______________________________		
_______________________________		_______________________________		
_______________________________		_______________________________		
_______________________________		_______________________________		
[bookmark: Agenda]


AGENDA


Time: 				Place:	

Purpose of Meeting: 	
	
	

Time			Agenda Item				Person Responsible

_______	____________________________		_______________________________
_______	____________________________		_______________________________
_______	____________________________		_______________________________
_______	____________________________		_______________________________
_______	____________________________		_______________________________


Follow-up Actions: 		




