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Sample Project Team Meeting

Agenda
_____/____/Year _

I. Introductions
A. Roster Name,

1. Address, Work Assignment (FS, Battalion, Div, Bureau (I or II)), Phone numbers (home, work, cell, pager, FAX-station & home), E-mail address (Internet, work)

II. Fire Service Joint Labor Management Wellness/Fitness Initiative

A. Show WFI Overview Video

B. Distribution of WFI DVD
2. All Task Group Leaders must read entire Initiative to gain an understanding of the inter-relationship between the different elements. Knowledge of entire program is necessary as leaders begin speaking with outside vendors, consultants, experts, etc.
III. Department Wellness/Fitness Project Organization

A. Organization Chart

3. Distribute Implementation/Organization Plan and Organization Chart. Review duties and responsibilities of each committee, task group, and position. Review budget.

IV. Program Leadership

A. Discuss the importance of positive management. The WFI is looked at by some as a vehicle to fire the unfit/injured. Task Group Leaders must promote the positive impact the program will have on individuals and the fire service in general.

B. Discuss how Task Group Leaders were selected. Each was selected due to their subject area expertise, organizational skills, and most of all because of their ability to complete a project. 

V. Duties and Responsibilities of Task Group Leaders

A. Selection of task group members – Due: ________________________

4. Selection should be based upon the individuals subject-area expertise, organizational skills, communication skills (written and oral), critical thinking skill, and their ability to work within a team environment. Organize task group into specific work groups. 

B. Development of Action Plan – Due: _________________________

5. How will the team deploy to complete the program? When will each of the elements be completed - Identify time frames. Who will be responsible for each task that is delegated? Identify priorities.

C. Management of Resources

6. Discuss where and how the team should work? Provide project team leaders with monthly written report of time usage. Report shall include: team member, on-duty time (hrs), off-duty/overtime time (hrs), task/assignment. The purpose for time tracking is to identify the cost of implementation.  Task Group Leaders should also strive to maintain a journal identifying the work put forth by their members.
D. Presentations

7. As a member of the Steering Committee, Task Group Leaders will be responsible for reporting their findings to the Steering Committee. Attendance to Steering Committee meetings will only be necessary when report items are due. Presentations to other groups may also be required.

E. Scheduling

8. Task Group Leader is responsible for scheduling all group meetings. Task group meetings may be scheduled at any location. Releases for members should be held to a minimum. Be sure to consult with Task Group Manager before scheduling major benchmark meetings to ensure their availability. 

VI. Information Routing and Tracking

A. All correspondence regarding the project shall be either directed to, or copied to, both the Project Manager, and the Task Group Manager. All documents shall be written in a Microsoft Word readable format. Policy and Procedure documents shall not be formatted. Formatting of documents before the final has been created can cause problems piecing the document together. Spreadsheets and databases shall be created in Excel and Access respectively. All project information and correspondence will be maintained by _____________________.

VII. Needs-phone cards, e-mail addresses, etc.
A. Identify communication needs of task group members. Contact Task Group Leader with list of needs.
VIII. Action Items 

A. Discuss action items. Identify due date for completion of action items. 

IX. Schedule Next Meeting
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