Planning meeting notes: [period]
Period: 
Date: 
Attendees: 
Notes by: 
Last period review
	Goal
	Result
	Why, in one line

	
	Met / Partly met / Missed
	



What has changed
1. New requests, budget, staffing, outside deadlines
Goals
	Goal
	Finish line or number

	
	



Capacity
People, weeks, share spent on routine work, people-weeks left for priorities
Ranked priorities
	Rank
	Priority
	Goal it serves
	Size
	Owner

	1
	
	
	People-weeks
	

	Capacity line
	
	
	
	



Not doing this period
1. Item, who asked for it, when to revisit
Risks
	Risk
	Owner
	Next step

	
	
	



Check-ins
1. Date, and what we'll review
Action items
	Item
	Owner
	Due
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