Public Information Officer
Group Meeting Agenda


	Resources needed:

· Timekeeper and watch

· Action items recorder and a flipchart or chalkboard

· Facilitator



	1. Each group member in turn:
· states major tasks and accomplishments (3 minutes)

· states issues/opportunities relative to the group and suggests or discusses solutions (3 minutes)



	2. Recorder writes agreed upon action items and whoever is tasked with the assignment.



	3. Facilitator informs group about safety, logistics or operations items such as parking, travel or time report changes.


	4. For once-daily meetings, the daily general tasks for the next operational period should be written on a flipchart and volunteer (or other) assignments recorded.


	5. Facilitator concludes meeting.




