
 

 
TITLE OF CALL 

DATE 
TIME OF CALL 

*Notes in grey are best practices for using this template and executing your agenda.  
Delete notes and sample when you create your agenda. 

Quick Links  
●​ It is very handy to insert links here to documents and websites needed for the call 

AGENDA 
*6 to mute / *6 again to unmute 
 

X:00 Welcome/Introductions  Ask folks to state name/affiliation  

X:00 Re-cap of last call 
As a standard practice we re-cap the last call if there was one.  We likewise make sure 
people are clear on the overall purpose being worked on and a quick history of how we 
arrived at this point. We do this in 5 minutes or less 

X:00 Purpose of the Call 
List topics here, space for a detailed description follows. More than 4 objectives, unless 
some are very quick, are difficult to unless the call is long 
Leave with clear next steps (this is the last objective on all BACCC Agendas as it forces 
clarity at the end of every meeting or call) 

X:00 Background / Context 
Since we last met… 

●​ Where we left off, where we are picking up again on this call... 

X:00 Insert Agenda Item 
Insure you have a PROCESS to accomplish your agenda item – pure discussion rarely 
achieves the outcome, there has to be a process behind it  

X:00 Insert Agenda Item 

X:00 Insert Agenda Item 

X:00 Updates as desired 

X:00 Next Steps 
Work with the group to outline realistic next steps clarifying who, how, and by when. 
Avoid coming up with these yourself – if they come from the group, they are more likely to 
be accomplished. 
●​ Set date for next call, if applicable 

X:00 Adjourn 
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