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Sample Meeting Agenda Format
Meeting Title: 


Strategic Planning Steering Committee Kickoff Meeting

Meeting Date and Time:  
January 15, 2009; 6:30 pm
Meeting Location: 

JCC, Washington Road 
Meeting Objectives:
1. Review strategic planning work done to date   

2. Create a vision statement with input from all participants
3. Outline next steps for strategic planning process
Materials or Pre-reading required: 

· Community needs analysis report

· Vision and Goals from 21st CCLC grant application 

Meeting Participants (attach separate roster, if necessary):
	Agenda Item
	Process and Materials
	Time
	Responsible 

	Welcome and Introductions
	Icebreaker activity
	6:30 – 6:45
	Project Director

	Overview of Agenda
	Agenda handout
	6:45 – 6:50
	Project Director 

	Collaboratively Create Vision Statement! 
	Brainstorming, idea grouping, idea statements, combine statements, prioritize, finalize
	6:50 – 8:20
	Strategic Planning Steering Committee 

	Close and Next Steps
	Review and celebrate progress. Decide next meeting date for Mission and core Values Development.
	8:20 – 8:30 
	Project Director 
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