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<Organisation Name>

<Meeting title>

<Date>
Context

One to 3 paragraphs outlining the context, current reality and history surrounding the business, the group and possibly the industry, which has a bearing on the purpose and outcomes of the meeting.
Purpose

One succinct statement outlining the reason why the meeting is occurring, and a summary of the main outcomes to be achieved. 
Outcomes

Using the RLAT headings below, provide customized variations of the outcomes relevant to this meeting given the context and purpose.
As a result of the meeting, participants will take away the following

Relationships

· stronger connection and relationship with other <group> members

· knowing others in the organisation better

Learning

· deeper understanding about the issues and opportunities related to <topic>

· more awareness of others perspectives and experiences relating to <topic>

Alignment 

· a sense of alignment and common purpose across the group

· clear directions agreed as a group to support the <purpose, etc>

Traction

· commitment by individuals to follow through at a personal level

· commitment by the organisation to implement the agreed strategies and decisions made

Details

Group;

<no. of people> ; <Nature of group>
Meeting;
<name of meeting>
Venue;

<venue>
Date;

<date of meeting>
Duration;
<timing>
Participation & Approach

A brief description of the style of meeting can be useful to help predispose people toward the FAST Meeting methods.
The meeting will be conducted using some different methods to a standard meeting. To facilitate higher levels of interaction, participation, knowledge sharing and decision making, we will use a number of smaller group discussion methods.

The role of facilitator can also be included…or a brief Bio of facilitator



Meeting Process

<Day 1>
A detailed agenda, including purpose, process steps and logistics to ensure clear insights into how the meeting will run.
	When
	Dur
	What


	Purpose; Why
	How
	Logistics

	
	
	Name of session

Can be entitled using a question, a description, or a catchy phrase.
	Clarifying the reason why this section of the meeting is included.

Consider the related FAST stage
	Notes on 

· the process including naming FAST Tool used

· the content, including key questions or points


	Specific items, room set up, materials, etc

	9.00
	10
	Welcome & Intro
	Focus

Outline the purpose of the meeting
	Leader - Talks
Purpose & context of meeting –

Intro facilitator
	

	
	
	What, How, Why
	Frame

Set up the agenda and approach
	Framing descriptions..

Context, Purpose, Outcomes, People, Process, Time, Content
	

	
	
	First topic/ session
	Awareness

Framing question, purpose statement

	
	

	
	
	Tea


	
	
	

	
	
	
	Awareness


	
	

	
	
	
	Solution


	
	

	
	
	Lunch


	
	
	

	
	
	
	Solution


	
	

	
	
	
	Traction


	
	

	
	
	Tea
	
	
	

	
	
	
	Traction


	
	

	
	
	Close
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