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1. Choose an Agenda Based on Objectives
2. Tailor the Agenda to the Specific Need
3. Incorporate Consensus-Building Principles
4. Construct a New Agenda as Needed
5. Prepare a Detailed Agenda
6. Include process and time allocations
7. Track Performance Against the Agenda
8. Record Process Notes
Review, Evaluate, Close, Debrief

1. Review the Activities Performed
2. Review the Session Purpose
3. Review the Participants’ Key Topics
4. Review Parking Boards
5. Confirm action items and Accountabilities
6. Ask Participants to Evaluate
7. Close and Set the Stage
8. Use Partial Close As Needed
9. Document Session Results
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