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Sample Meeting Agenda	      
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for Groups					     
	
Meeting Name
	
Date
	
Time

	Meeting Goal:
	

	Agenda Item:
	Group Role:
	(R) Presenting:

	1.  
	
	

	2. 
	
	

	3.  
	
	

	4. 
	
	

	5. 
	
	

	6. 
	
	

	7. 
	
	


	




R = RESPONSIBLE
The group is responsible for doing work on this item.  Working together, the group may create a recommendation, a workplan or another deliverable. If nothing is produced, the group is held accountable for a FAILURE OF ACTION.   


A = ACCOUNTABLE OR APPROVER
Groups who have the “A” role are in a position of authority, and are empowered to make a decision.  They may review a recommendation or workplan and make changes or request changes to be made. They are accountable for the quality of the work or the quality of the decisions that get made.  If the group has an “A” it is worrying about FAILURES OF JUDGMENT. 


C = CONSULT
The group is asked for input and advice based on the expertise of its members.  This role carries accountability, too.  If a group has a “C” role, everyone there has the obligation to provide their best thinking and quality advice.  On a “C” group, members of the group may need to represent their own team or department or group, rather than just giving their individual opinions. If the group has a “C” it is held accountable for FAILURES OF EXPERTISE. 


I = INFORM
An “I” role is the least participative, because an “I” group is informed after a decision has been made or a plan already approved.  But even “I”s are accountable because they need to actively absorb the information that’s coming to them.  Their obligations are related to FAILURES OF COMMUNICATION.
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