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Designate meetings at an

_ Rotate the lead person responsible Document each meeting, the
appropriate cadence and S . .
. . for facilitating the meeting and outcomes and action items for next
communicate to applicable staff , .
o creating the agenda, as well as the steps. Then ensure the consistency of
through calendar invites. , ‘
person assigned to take notes. each meeting and the work to be

completed between them.
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Once logistics are decided,
meet as a group and allocate

tasks to be completed
between each team meeting.

Define your decision-
making structure and
process either in advance
of or at the first meeting

Introduce the strategy or process
you want to create and on-board
applicable stakeholders to the
creation process
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