Flipchart / Data Capture Topics
	Flip Chart or File Headings
	Description

	Agenda
	· Create a checkbox by each topic so you can track progress.

· May have separate page for each day, if meeting is more than one-day in length.

	Meeting Objectives
	· Write each objective separately.
· Review objectives at the end of the meeting to determine if they were met.

· If group changes objectives mid-meeting, update the flipchart to reflect this change.

	Ground Rules
	· Either write these on a flipchart or provide them as a handout in the meeting.
· Ask if additional rules need to be added and update accordingly.

	*Decisions
	List the agreements made by the team.  This calls out the decisions and easily allows review of them through the meeting.

	*Assumptions
	· List any items that arise upon which the team accepts as true without proof or demonstration.  
· Only capture items upon which you are basing your decisions, planning or approach.

	*Constraints
	List any conditions that could limit the effort (i.e., deadlines, legal requirements, system down times, etc…)

	*Dependencies
	List the names of other projects/efforts, project deliverables, or milestones within another project/effort that this effort is contingent upon either for functionality or strategic direction.

	*Action Items
	· Capture items that require follow-up outside of the meeting.  
· These should be captured electronically and reviewed at end of meeting – be sure to assign a person (present in the meeting) and target completion date

	*Parking Lot
	List of items that were outside the scope of discussion for this meeting.  Discuss with the group what to do with these items prior to closing the meeting.


NOTE:  The items marked with an “*” should be blank at the beginning of the meeting with only their headings at the top of the flipchart page.  They will be filled out during the course of the meeting.
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