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	Meeting Date/Time:
	Location:

	Purpose:

	Roles:  FACILITATOR
	RECORDER

	Attendees:

	Agenda:   TALKER
	TOPIC
	TIMES

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Processes/Results:
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	Decisions:

	

	

	

	

	

	

	Actions:  WHO
	WHAT
	WHEN

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Next Meeting Date/Time:
	Tentative Location:

	Purpose:

	Roles:  FACILITATOR
	RECORDER

	Agenda:   TALKER
	TOPIC
	TIME

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


NOTE:  It is permissible to copy this form for meeting/ briefing use as practice. *

from pages 40-41 of book “R.A!.R.A! A Meeting Wizard’s Approach”

