AVID Region VI

                                                                                                            AVID Site Team Planning Template


Site_________________________________________________________  Date _______________________________

	Objective: What do you want the site team members to know or do by the time the meeting ends?



	

	 Details:  Where?
	 When?     
	  Lead?




	Time
	Agenda Item
	Essential
	Materials
	Lead

	
	
	
	
	


	Time
	Agenda Item
	Essential
	Materials
	Lead

	
	
	
	
	


	Evaluation:  How will you know if the meeting is effective?



	Further steps:  What follow-up must happen?




