AIP Team Meeting #1 Agenda Template

Date:
Time: 
Location:
Attendees:
Time Needed:  4–8 hours

Meeting Outcomes:

· Confirm ideal process

· Develop solutions and ideas to close the gap between current and ideal process

· Select and prioritize solutions

· Assign team members to analyze solutions

Materials needed:

· Project Definition and Timeline

· Current process flowchart

· Ideal process flowchart

· Data/process information
	Time
	Agenda

	
	· Introductions

	
	· Overview of the project and key AIP concepts (if different participants than pre-work meeting)

	
	· BREAK



	
	· Confirm current process (with data)

	
	· Confirm ideal process (with input from others involved in the process)

	
	· Brainstorm solutions to close gap between current and ideal process

	
	· BREAK



	
	· Select and prioritize solutions

	
	· Assign team members to analyze solutions

	
	· Schedule next meeting



Note: From the Office of Quality Improvement, University of Wisconsin—Madison. Adapted with permission.
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