Resource – SQA Site Visit Agenda Samples

Agenda (Small)  ( 1 Day

8:00 - 8:30
Opening Meeting
	
	Pair 1
	Pair 2

	8:30 - 10:00

10:00 -  10:30

10:30 -  11:30

11:30  - 12:30

12:30 -   2:00

 2:00 -   2:30

 2:30  -  3:45

 3:45 – 4:15
	1.0 Leadership/2.0 Strategic Planning
Caucus/Review Documents
6.0 Process Management
Lunch

3.0  Customer Focus
Caucus/Review Documents
5.0 Human Resource Focus

Break / Caucus
	4.0 Info & Analysis 
Caucus/Review Documents
7.0 Bus. Results
Lunch

7.0 Bus. Results
Caucus/Review Documents
Open - as needed


4:30- 4:45
  Closing meeting with applicant (could be just the main contact person)
Agenda (Medium)
DAY 1

8:00 - 8:45
Opening Meeting 
	
	Pair 1
	Pair 2

	8:45 - 10:00
10:00 - 10:30

10:30 - 12:00

12:00 - 1:00

1:00 - 3:00

3:00 - 3:30

3:30 - 5:00
	1.0 Leadership
Caucus/Review Documents
1.0 Leadership

Lunch

2.0 Strat. Planning

Caucus/Review Documents
3.0 Customer Focus
	6.0 Process Mgmt. 
Caucus/Review Documents
6.0 Process Mgmt.

Lunch

4.0  Info. & Analysis

Caucus/Review Documents
4.0  Info. & Analysis


Regroup at hotel (working dinner or meeting after dinner) 

DAY 2 

8:00 - 8:15
   Team Coordination Meeting
	
	Pair 1
	Pair 2

	8:15 - 10:00 

10:00 - 10:30
10:30 - 12:00

12:00 - 1:00

1:00 - 3:00

3:00 - 3:30

3:30 - 4:30
	5.0 HR Focus
Caucus/Review Documents
5.0 HR Focus

Lunch

x-Cutting Linkages

Caucus/Review Documents
Open - as needed
	7.0 Bus. Results
Caucus/Review Documents
7.0  Bus. Results

Lunch

x-Cutting Linkages

Caucus/Review Documents
Open - as needed


4:30- 4:45
  Closing meeting with applicant (could be just the main contact person)
Agenda (Large)
Similar to above – just more time on categories that have the most site visit issues. 

