Meeting Agenda

Objectives:
· By the end of the meeting,
· 
· 

Notetaker(s):

	TIME
	TOPIC
	NOTES

	10 minutes
	Warm Welcome
· Relationship building reflective question
· Playful moments/Ice cubes
	

	5 minutes
	Objectives
· Reminder of partnership goals, meeting objectives, norms
· Invitation to add topics to current meeting agenda
	

	15 minutes
	Old Business
· Follow-up and updates on past meeting action items
	

	25 minutes
	New Business
· Group work time/Collaboration
	

	5 minutes
	Action Items
· Assign WHO for each action item
· Allow time for process check (i.e. what should we change/keep for the next meeting, how did we do with the agreed upon meeting norms, do we need to add in another working meeting, etc.)

	



