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GOAL
What is the purpose of this meeting or workshop? What outcomes do you want to achieve?

RISKS
What might get in the way of this meeting or workshop being a success?

ASSETS
What do you want to produce during this meeting or workshop? What outputs should you make?

ELEMENTS
Who should be in this meeting or workshop, and what questions do you need to answer, to achieve your goal? What is the sequence of activities will you do?

TASKS
What has to be done, to prepare for this meeting or workshop, for it to be a success?


