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Sample Agenda 
90-minute Stakeholder Meeting

o Location
o Date
o Time

Item Lead Time Purpose

Welcome/Announcements 2 mins 

Welcome
Good time to turn off cell phone
Review meeting tips
Other announcements as 
necessary 

“Close the Loop” 3 mins

Show impact/value of stakeholder
input
Demonstrate transparency/
honesty in how input is being used 

Opening Question/Intros 
10-15
mins

Get everyone talking/engaged
Use a question related to content 
of meeting, if possible 
Focus on assets of all participants

Research Overview  
5 mins 

Provide brief introduction to
researcher/research topic
Offer insight into researcher’s
personal interest in topic
Help stakeholders personally
connect with researcher



Group discussion 

“Set the Stage”

Review Materials

5 mins

60-70
mins

Help focus stakeholders to give
relevant feedback
Provide key info, such as:

o Who is the audience? Who
will see the material/
document (age, etc)?

o Where will they be when 
they see it? (at home alone, 
in an appointment with a 
health care provider)

o What does the research 
team want the target 
audience to DO as a result? 
What is your goal for this 
material?

o Any other key information? 

Go through the materials section by
section, reading each section aloud
and asking for feedback.
Ask questions such as:
o What are your first 

impressions?
o Does this make sense?
o Is it clear, easy to understand?
o It is engaging/interesting?
o Is any important information

missing?
o Is anything confusing, off-putting,

scary or offensive?
o How can this material be

improved? 


