Process Agendas 
Process agendas are excellent meeting planning tools.  They are agendas used internally by the planning team to think through and document all of the meeting elements.  A process agenda includes much more detail than should be included in an agenda for distribution.  The high level of detail included in a process agenda ensures that everyone involved in managing the meeting knows who is doing what, when, and what materials are needed.  Here’s what’s covered: 
· Supplies  
· Responsibilities  
· Detailed objectives 
· Timing 
· Identification of activities and interactions 

	  Time 
	Topic, objectives, and activities 
	Setup and materials 

	Clock time here  
 
Names of people responsible here  
 
Meeting leader, facilitator, time keeper, recorders 
	1. Name of activity  
Objective:  
What you would like to accomplish for this session  
Activities/Interactions:  
List of specific activities using process techniques and recording methods with times attributed to each step  
 
Total time = — minutes 
	Room setup  
 
 
Equipment, materials, supplies needed 

	Time  
 
Names of people responsible here 
	2. Name of activity  
Objective:  
What you would like to accomplish for this session  
Activities/Interactions:  
List of specific activities using process techniques and recording methods with times attributed to each step  
 
Total time = — minutes 
	Equipment, materials, supplies needed 

	Time 
	Break – also include activities needed to prep for next session 
	Food, Beverages 

	Time  
 
Names of people responsible here 
	3. Name of activity  
Objective:  
What you would like to accomplish for this session  
Activities/Interactions:  
List of specific activities using process techniques and recording methods with times attributed to each step  
 
Total time = — minutes 
	Equipment, materials, supplies needed 

	Time 
	Lunch – also include activities needed to prep for next session 
	Food, Beverages 

	Time  
 
Names of people responsible here 
	4. Name of activity  
Objective:  
What you would like to accomplish for this session  
Activities/Interactions:  
List of specific activities using process techniques and recording methods with times attributed to each step  
 
Total time = — minutes 
	Equipment, materials, supplies needed 

	
	
	

	Time 
	Adjourn 
	 



