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BJC project #, Entity, Project Name
Meeting Description
Month __, 2016
Time: _:__ – _:__pm 
Location: 
Purpose:.
Desired Outcomes: By the end of this meeting, we will have:
Project Goals:

	Agenda

	Topic / Content
	Deliverables /Desired Outcome
	Materials / Tools,
Process
	Who
	Time 


	Meeting set up:

Goals 

Roles 

Overview 

U-view

Procedures 

Expectations 

Rules 
	Facilitator – 
Scribe –  
Timekeeper - 

	Introductions
Agenda

	Name
	_ min
_:__– _:__


	
	
	
	
	_ min

_:__– _:__


	
	 
	 
	
	_ min

_:__– _:__


	 
	 
	 
	
	_ min

_:__– _:__


	Meeting close: 

Goals and decisions

Organize next steps

Assign accountabilities
Review assigned action items, parking lot

Capture learning
+ / EBI

Thanks!
	1) Recap

2) Assignment of action items

3) Next meeting: 


	
	
	_ min

_:__– _:__


	Operating Agreement (Ground Rules):

	Attendees: (cc:)
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This GROUPER/GOACT template is found on Transformation Station at http://bjcnetnew.carenet.org/sites/LeanSigmaTransformationStation/default.aspx


