	[Unit-Based Team Meeting: Suggested agenda for drafting Unit Charter.]
	UNIT: xxx


People who should be present: Sponsor, Facilitator, co-leads, any other key folks from unit leadership team decides is necessary.

	TOPIC
	TIME
	PURPOSE & DESIRED OUTCOMES
	WHO/HOW
	NOTES/ACTION

	Meeting Opening

· Welcome & Introductions

· Preview of meeting agenda
	5 Minutes
	
	Facilitator
	

	UBTs – What is our vision of why we are doing this?
	15 minutes
	Develop understanding each other’s point of view and understanding of UBT;

Answer questions;

	Facilitator – lead discussion
	

	UBT Charter
Discuss and draft UBT Charter Agreement
	30 minutes
	To draft a UBT Charter Agreement
	Facilitator – lead discussion with team
	

	UBT Meetings
· Determine frequency of meetings

· Establish an on-going meeting schedule

· Determine meeting roles (notetaker, timekeeper, consensus tracker)
	10 Minutes
	Meeting frequency and schedules set

Roles of participants in meeting determined
	Co-Leads
	

	Next Steps:
· Have we finished charter? Do we need to meet again?

· When will first full team meeting be?

· When do we meet to plan first meeting?
	10 Minutes
	Ensure successful first full team meeting

	Facilitator
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