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· Change meeting date at top of agenda. 
· Update role chart.  Add members into rotation as needed (if they were not included last meeting).  Ensure that all members are shifting to a new role each meeting.
· Delete completed tasks from previous meeting’s agenda. Leave tasks that have not yet been completed.
· Use the task list from the most recent meeting to add tasks to the corresponding section(s) of the agenda.   
· Make sure minutes from previous meetings are not a part of the new/next agenda. 
· Gray out (using the font color change icon in word) portions of the agenda which will not be addressed in this particular meeting.  
· Avoid deleting portions of the standard agenda as each part will be addressed over the course of the year.  Deleting the standard items may result in forgetting the need to address them at the appropriate times.
· Blacken the font on portions of the agenda which will be addressed at this meeting.  
· Look over the amount of time allotted for each agenda item and alter, as needed, to ensure that there is enough time to address each portion of the agenda without going over two hours (or the time your team has allotted for team meetings).  Highlight the time to assist the timekeeper in tracking.
· Change the date for the next meeting at the end of the agenda (change location and/or time as needed). 
· Save the new document with the date of the meeting in the title.  This will be what you send to the next Facilitator to be used for the next meeting’s agenda.
· Either email the agenda to team members so they can print their own copy before the meeting or make enough copies for the meeting – depending on your ground rules. 
· Add any items to the agenda that you’re aware of that need to be addressed but are not part of the standard agenda.






