15.281 Assignment
M eeting Agenda (Homewor k)
Preparefor February 25th class

On February 25, the classwill break up into your teams and each of the teams will finalizeitstopic
and determineand assign tasks necessary for putting the class together. The meeting will last for 1
hour. Please write a meeting agendafor that meeting.

Y our agenda should be morethan asimple list of subjects. The agenda should include several pieces
of information:

» context/need for the meeting

« agendaitemswith some subset of thefollowing for each issue or meeting segment:

goal(s) (e.g., for information, for decision, etc.)

process (e.g., brainstorm options)

time allotted

name of other(s) presenting or presiding, if appropriate
attached informationfor reading before meeting, if appropriate

Oneof you in each team will be chosen to lead the meeting, using your agenda.





