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Meeting Design Worksheet 

 
Name: Brigid Riley        Date: January 16, 2019 
 
Case Study Title: Strategic Planning Retreat 
 

 

 

 

1. At the Heart of the Matter 
Outer: What is the core purpose of the meeting? State why you 
are meeting, outcomes and expectations. 
Inner: Who am I to be in relationship and what is our purpose 
together? 

 
 

Outer 
Strategic planning retreat:  
Create a three-year vision, 
and a six-month action plan 

 

 

 

 

Inner 
Collaborator,  

 

 

2. Clarifying Intent 
Outer: What is the intent of the meeting? What will you do? Create 
a design or agenda for your meeting. 
Inner: Who am I to be and what are we to do together? 
 

Outer 
Our draft agenda includes the 
following: 
§ Welcome 
§ Overview of the day 
§ Group agreements 
§ Group review of information sent 

out ahead of time 
§ Board self-assessment 
§ Develop tactics 
§ Reflection 
§ Closing 

 
 

 

Inner 
I am the retreat co-planner, 
content guide and facilitator. 
 
We are collaborators in creating 
a meaningful and productive 
retreat experience for the Board 
and staff. 
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3. The Invitation 
Outer: Who will you invite? Why should they come? What is in it for 
them? 
Inner: What is my sincere gesture that integrates my purpose and 
intent? 
 
 
 

Outer 
Board of Directors 
Guiding Teacher 
New Executive Director 

 

Inner 
These are the people 
charged with leading the 
organization – they 
understand and accept this 
responsibility, and carry 
positive intentions for 
ensuring its health. 
 
In addition to the invitation 
from the Executive 
Committee, I will write and 
send a note by email 
introducing myself, describing 
my practice, experience and 
intent for the day. 

 

 

4. Setting Context  
Outer: How will you describe the form, function and purpose of the 
meeting once the meeting has begun? 
Inner: What is my clear articulation of who we are to be and do 
together?  

 

Outer 
On flip charts: 
§ Overall strategic planning 

question 
§ Agenda 
§ Initial group agreements 
 
On paper: 
§ Agenda 
 
 

 

Inner 
After an initial welcome from 
the Board chair, I will will 
review the overall session 
question, agenda and group 
agreeements 
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5. Creating the Container 
Outer: Describe the physical space in which you will meet. What 
materials and aids will be in place? Be specific. What are the 
norms and agreements of meeting? 
Inner: What is my role in creating a safe and enlivening space in 
which to do our work? 
 
 
 

Outer 
We will be in living room. I will 
visit the space ahead of time 
to plan its best use.  
 
I will bring: 
§ Pre-prepared flip charts 
§ Sticky wall 
§ Markers, pens and half 

sheets 
§ Some sort of beautiful, 

visual focal point for table 
§ Colorful tablecloths 
§ Tactiles 

 

Inner 
I will pay attention to the 
participants’ overall 
experience during the retreat, 
including: 
§ Setting a clear context 
§ Reviewing the agenda and 

group agreements 
§ Team-building exercise 
§ Transitions 
§ Energizers 
§ Closing reflection 

 

 
 

 

6. Hearing All the Voices 
Outer: How will I facilitate each person to speak? What methods 
and practices will allow for the full expression of all participants? 
Inner: Who are we and what have we come to say and do 
together? 
 
 
 

Outer 
I remind participants of the 
Group Agreements which 
encourage the typically quiet 
to step up and the typically 
talkative to step back. 
 
I use facilitation methods from 
the Technology of 
Participation (ToP) which are 
grounded in the values of 
inclusive participation and 
profound respect. Within the 
methods, it is my role to 
ensure everyone gets the 
opportunity to speak. 

 

Inner 
Regularly remind participants 
of: 
§ The overall retreat question 
§ The agenda 
§ The Group Agreements 
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I employ an approach that 
included time for individual 
reflection, paired discussions, 
small group discussions, then 
large group discussions.  
 
 

 
The Arc of 
Recognition 

 
 
 

 
 

 

7. Essential Conversation 
Outer: What are the success factors for a fully engaged meeting? 
What needs to be in place for full engagement and how will you 
know when it occurs? 
Inner: Has the ground been adequately laid for essential 
conversation to occur? What wisdom am I looking for and is 
already present? 
 
 
 

Outer 
§ Date reserved 
§ Invitation sent 
§ Meetings with coordinating 

team held, roles for retreat 
articulated 

§ Space prepared 
§ Materials prepared and in 

place 
§ Meeting flow articulated 
§ FOOD! (But not high carb, 

sweet things) 
§ COFFEE! 
 
 
 
 
 
 

 

Inner 
I know a meeting is going well 
when the participants 
understand that they hold the 
wisdom that is needed now, 
or can find it from others if 
needed. I am not the one with 
the answers, but am there to 
support them in uncovering 
the answers. 
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8. Creation 
Outer: What do you wish to create that is new/innovative in this 
meeting? List potential opportunities/possibilities that stretch you. 
Inner: What are we to create together and how will I recognize and 
harvest the wisdom being created? 
 

 

Outer 
§ Transitions that support 

moving from one part of the 
agenda to the next  

§ Visually engaging flip charts 
§ Participant packets 

- agenda 
- notes pages 
- background information 

 

Inner 
We will develop a three-year 
vision and six-month action 
plan. I will use clear and 
engaging pre-prepared flip 
charts to collect input, and the 
sticky wall to help participants 
see one another’s 
contributions. 

 
 

 

9. Commitment to Action 
Outer: What significant commitments, responsibilities and 
accountabilities do you expect from yourself and others from this 
meeting that will make a difference? 
Inner: What is needed to allow for the highest level of commitment 
and responsibility and accountability to occur? 
 

 

Outer 
Shared vision for the next 
three years 
 
Agreed-upon decisions about 
coming year 
 
Six-month action plan 
 
 

 

Inner 
Spacious quiet for thinking 
 
Adequate time for 
conversation 
 
Visual aids, conversation 
guides, physical movements 
 
 

 
 


