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Six Sigma Project Meeting

Purpose:  Kickoff of Six Sigma Project
January 10, 2008
9:00 a.m. – 12:00 p.m.

Meeting called by Team Leader
Attendees:
Attendee List

Please read:
Reading List

Please bring:
Supplies List

Location:
Conference Room 2


9:00 a.m. – 9:30 a.m.
Welcome 




Team Leader




Introductions & Icebreaker

All






9:30 a.m. – 10:30 a.m.
Discussion of team member’s 

All





Goals & expectations








Potential contributions






Desired team role






Concerns





10:30 a.m. – 11:30 a.m.
Review Project Charter 


Team Leader
List of Project Stakeholders

All




List of Action items



All






Related to member concerns








Related to project charter







Related to next meeting
prep








11:30 a.m. – 11:45 a.m.
Set Agenda for next meeting

All

11:45 a.m. – 11:00 p.m.
Meeting Evaluation
 & Close

All

Action Items 

	
	Action
	Responsibility
	Date Due

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	


