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Sample Agenda Template

Summer Team Sport Summit - Planning Meeting to Discuss the Agenda and Content

Monday, October 13/10 – 9:00am – 11:00pm – OTP Office

	Meeting Objectives


· Discuss the Minister's attendance and media requirements

· Review the detailed agenda and address all outstanding questions
· Provide updates on DVD and other logistics items
	Meeting Participants 


Janet Beverley, Anne Merklinger, Jan Meyer, Phil Schlote, Nora Sheffe


	Background Documents 


- Notes from October 3rd Meeting

- Draft Design (version 2)

- Phil's 1 pager on Systemic Impediments
	Agenda 

	9:00am
	Welcome and agenda highlights
	Nora

	9:05
	Minister's Attendance

· Timing, introductions and protocol

· Media strategy

· Back drop in the foyer

Required Outcome - Finalize details for Minister's participation


	Janet

	9:15
	Small Group Discussion on Systemic Impediments

· Plan to assign + brief small group facilitators

· Review the overview (Phil’s 1 pager)

· Refine discussion question, “Discuss strategies to overcome existing barriers that could be consider by various team sports” (page 20 design)

· Recommendation for tracking the discussion + synthesizing information and reporting to plenary
Required Outcome - Finalize approach for Small Group Discussion 


	Nora
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