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Template:  Meeting Agenda 

	
	Meeting Agenda 

Topic/ Group:
Date:
Time:
Call #:
Action Designations* 
SG Process Improvement Step***
	Attendees: 
Guests: 

Excused: 
Minutes:                     

	Time
	Pillars**
	Duration
	Topics/ Person Responsible
	Desired Outcome

	00:00-00:00
	WINS
	0 
	· 
	· 

	00:00-00:00
	S, Q, P, F, G, C
	0
	· Topic – Person – action designation*  Process Improvement Step***
	·  

	00:00-00:00
	S, Q, P, F, G, C
	0
	· 
	· 

	00:00-00:00
	S, Q, P, F, G, C
	0
	· 
	· 

	00:00-00:00
	Break
	0
	BREAK
	

	00:00-00:00
	S, Q, P, F, G, C
	0
	· 
	· 

	00:00-00:00
	S, Q, P, F, G, C
	0
	· 
	· 

	00:00-00:00
	S, Q, P, F, G, C
	0
	· 
	· 

	00:00
	RATE
	5
	Rate the meeting
	 

	
	
	
	Parking Lot
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( Copyright 2002 
* FI=For Information; FD=For Discussion; FA=For Action

** Indicate by Letter Pillars impacted: S, Q, P, F, G, C
***Process Improvement Steps: I (Identify Outcomes); D (Diagnose); T (Treatment); E (Evaluate)

