Meeting Plan
· Purpose: Describe what you wish to accomplish during the course of the meeting
· Required Attendees:      
· Location:      
· Teleconference #:      
· Date/Time (Duration): mm/dd/yyyy Time1 - Time2
· Required Supporting Documents: List names of documents required at meeting
· Agenda Items: 
	Items
	Time Allotted for Item
	Owner of Item

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


· Facilitator:      
Send out agenda at least 24 hours before meeting

Have a scribe for meeting

Change Control Plan

Change Information: 

· Date Change Initiated: mm/dd/yyyy 
· Source of Change:      
· Name:      
· Signature: _________________________
Benefits: 

	Cost
	 FORMCHECKBOX 


	Time
	 FORMCHECKBOX 


	Quality
	 FORMCHECKBOX 


	Resources
	 FORMCHECKBOX 


	Management
	 FORMCHECKBOX 



Description of Change: This should incorporate the requirements/objectives that will change as a result of this change, including any specification changes (number and nature)
Justification/Business Case for Change:Time, Cost and Requirements Impacts (as well as any potential impact to customer relations)
Date Change/Change decision needed by and impact if date not met: mm/dd/yyyy
IMPACT:       
Project Stakeholder 1: Name
Project Stakeholder 2: Name
Project Stakeholder 3: Name
Date Change/Change Decision needed by: mm/dd/yyyy mm/dd/yyyy
Meeting Protocols
	Meeting Protocols
	Optimal
	Sub-Optimal

	Duration
	30 minutes – 1 hour
	>1 hour

	Attendees
	< 10 
	>10

	Timing
	Accommodates all
	Accommodates most

	Attendance
	Physical
	Physical and Teleconference

	Meeting Minutes
	Minutes scribed
	Minutes scribed by facilitator

	Attitudes
	Prepared/Participating
	Negative/Uncooperative

	Cellular phone usage
	Phones answered/off
	Phones in use


