& scee Virtual Meeting Planner

Sample
Meeting Purpose/0Objective

__Make adecisionon:
__Coordinate activities for:
__Get Feedback from others on:
x Generate ideas forBrainstorm user stories for he next velesse of product x and for the feature/enhancement
__Strategize:
__Discuss options and alternatives for:
__Prioritize:

Who needs to be in the meeting to accomplish the objective?
Name & Role Prep Conversation

______________ __discuss risks o his operation.
—_Wanda Phul, Product Manager __40 over velated Pwojed-g
T Twunick, Stakeholder _reviews top enhancements

___Sam Pull, Project Manager _evaluate vesouwces for wext velease

What activities will the meeting need to fulfill the objective?

Activity & Goal Tool
___In:"rociu.ce wx.ed-mq PML&L]M‘.V\J’S [ V\)d7E)< M)L\.d-ebowé
Instructions Risk & Risk Mitigation
__ask PML&L{M‘MJ’S fo cxrite name and role on team. _new to WebEx, send oud (:V\—S"'VLAL"’I‘—OV\—S b&forw_
Activity & Goal Tool
___Brm'.nﬂ'orm user stories for upcoming feaJ'WeS . - (ﬁr&Boﬁr&
Instructions Risk & Risk Mitigation
_gererate idess before placing in chronological order _new to (ardboard, add evervone a5 a collaborator
Activity & Goal Tool
__Tn breakoud rooms read and veact to user 5“'0?(',&5_ ___ Zoonr
Instructions Risk & Risk Mitigation
_ Colleckivng sunmwmmarize thoughts on user stories_ _some USB auwdio devices echo, test prior to joining_
Meeting Model/Who is where?
Satellite: one or O
few remote Cluster: teamisin O o
users groupsin a few Nubula: whole (@)

dispersed

O O O locations teamis o o



& scee Virtual Meeting Planner

Template

__Make adecisionon:
__Coordinate activities for:
__Get Feedback from others on:
__Generateideasfor:
__Strategize:
__Discuss options and alternatives for:
__Prioritize:

Who needs to be in the meeting to accomplish the objective?
Name & Role Prep Conversation

What activities will the meeting need to fulfill the objective?

Activity & Goal Tool
Instructions Risk & Risk Mitigation
Activity & Goal Tool
Instructions Risk & Risk Mitigation
Activity & Goal Tool
Instructions Risk & Risk Mitigation

Meeting Model/Who is where?

Satellite: one or @ (@) o)
few remote Cluster: teamisin (@)
users groupsina few Nubula: whole (o)

dispersed

O O O locations team s o (o)



