ALPINE LINK

CORPORATIO

Off-Site Meeting Preparation Template

~

YOUR LINK TO REACHING PEAK POTENTIAL

Group/Topic: Location: Date(s): [ |- I
Time: _: - . Dept/Charge Code: Attire: Pref. Accomod'ns:
Is there a theme?
Do you know what topics you want to cover?
If not or you want to get participant buy-in, do you want to solicit topics from them?
How much of the meeting do you want involved in brainstorming, business reviews, having fun,
education/training or doing real work, e.g. action planning, creating a vision statement, etc.?
Agenda | Business Brainstorming: eg Team Education, | Doing work, e.g. action Other
Items Reviews opp'ties, issues, soln’s Building, Fun Training planning, creating vision
%
========== Meeting Method ======== Client
========= Meeting Components = = . E_mgll
Prepara Present Work- Exer- Discu- ons’nt
tion ation shop cise ssion Partner

D Tactical — Business and/or unit reviews

D Strategic — Review vision, goals, strategies

D Industry — Update, competition

|:| Training — Mgmt, leadership, sales, industry

o]

o

o]

D Recognition — Employees, partners

|:| Brainstorming — Problem solving, opportunities

D Work — New product design, mktg campaign

D Exercises — Reinforcement of training

D Team Building — Exercises, events, personalities

[
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Off-Site Meeting Preparation Template

Desired Outcomes, Issues to be Resolved, Questions to be Answered:

Theme: Scope: Constraints, Criteria:

Chairperson: Executive Sponsor:

Logistics Coord'r: Facilitator: Scribe:

Attendees:

Guests

== = = == = == = Agenda —-== = = == = == = == = ==
Time Description ( method) Lead Role & Name

-__:__Agenda, scope, logistics, introductions
- Orientation (reason for meeting, constraints)

- Summary & action plan (group roll-up)
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Off-Site Meeting Preparation Template

Attendee Preparation Required:

Reading: Presentation: Meeting:
Ideas: Recommendations: Questionnaire:
Other:
Pre-meeting questionnaire (key questions):

o]

o]

o]

o]
When was the last time this group met? How did it go?

Any issues to be aware of?

How will attendees be briefed as to their responsibilities:

Meeting invitation & attachments: background materials, e.g. concise white paper including relevant history,
facts, ideas, proposal, etc.

Audio/visuals req'd:

Materials and resources:

Refreshments:

Chairperson and Executive Sponsor Preparation:

Orientation points:

History:

Status, facts:

Causes, consequences:

Controls, structure, processes needed:

Resources:

Outputs:

Agenda options and possible extensions:

Need for devil's advocate role: Who:

Other:
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