[Name of Organization]
SAMPLE MEETING AGENDA/MINUTES 
[Date/Time of Meeting]
[Meeting Location]

ATTENDEES:   please list all in attendance	

	Agenda Item #
	Topic Discussed
	Discussion/ Motions/Actions Taken
	Task Generated/Comments

	I. 
	Call to Order
	
	 

	II. 
	Scientific Program Planning
	 
	

	
	· All present must disclose
	
	

	
	· What is the gap(s) in the target audience's professional practice (Professional practice gap is the difference between actual and ideal performance and/or patient outcomes) that will be addressed by this activity?
	
	 

	
	· What data source(s) did you use to identify this professional practice gap(s) in your audience?
· Please indicate ACGME/ABMS or IOM competency that is associated with the activity's content [the physician attribute]. 
	
	

	
	· List each of the educational needs (Educational needs are the necessity for education on a specific topic identified by a gap in professional practice) of your target audience based on the professional practice gap that you found.
	
	 

	
	· What topics and/or speakers will help meet the educational needs?
	
	

	
	· What are the objectives and/or the purpose of this activity?
	
	

	
	· Explain why this activity is a good match for the target audience’s scope of practice.
	
	

	
	· Explain why a live format was chosen for this activity.
	
	

	III. 
	Other Business
	
	

	IV. 
	Adjournment
	
	



