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An effective meeting agenda answers the following questions:

· What will we accomplish by the end of the meeting?

· What will be discussed or decided related to each agenda item?

· What process will be used to make decisions and/or have discussions?

· How much time will be spent on each agenda item?

· Who is facilitating the meeting and/or discussion of each item?

· How long will the meeting last and where will it be held?

· As a participant, what is expected of me?  How will I be involved?  What do I need to do prior to the meeting and as follow-up to the meeting? 
