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APPROACH NOTES TEMPLATE
	MEETING DATE
	

	MEETING TIME
	Include meeting start and end times.

	VENUE
	Include street address and special instructions (e.g. ‘Take lift to second floor and ask for Mr Brown at reception’; ’30 minutes travel time from head office’).

	MEETING CONTACT
	Include details of meeting contact, e.g the executive assistant or secretary.

Phone:  Mobile:   Email:     

	ATTENDEES
	List internal and external people attending the meeting including their full names, titles, post-nominals, etc.

	MEETING BACKGROUND
	Provide a brief summary about how and why the meeting was organised.

	MEETING OBJECTIVES
	List the objectives as bullet points, e.g. ‘To gain Mr Brown’s agreement to become Campaign Chairman for ABC fundraising campaign.’; To obtain a pledge from Mr Brown in the $500k - $1 million range for XYZ project.’

	SUGGESTED MEETING STRATEGY
	Brief meeting strategy points in bullet points, e.g. ‘To listen to Mr Brown’s feedback about his interest in the project and if appropriate to extend the invitation to become Campaign Chairman in the meeting.’; ‘To present Mr Brown with three opportunities to support the XYZ campaign with naming rights.’ 

	MEETING MATERIALS
	List the materials to be used in the meeting, e.g. ‘The ABC campaign video, The ABC campaign brochure.’

	ROLES OF APPROACH TEAM
	List the names of the approach team. Under each of the people listed in the approach team include bullet points of what their role will be, e.g. the most senior organisational representative of the approach team to provide a high level overview of the campaign strategy and objectives; the high net worth volunteer/supporter to focus on community benefits and the reason they have supported the project, etc. 
 

	proposed order of meeting
	In bullet point form provide an order for the meeting, e.g. ‘CEO to introduce Mrs X (high net worth supporter)’; ‘CEO to state purpose of the meeting’; ‘Mrs X to explain why she has chosen to support the project’, etc. Remember to end with a thank you and agreement on the next steps (e.g. next meeting date, site visit, etc). 


	attachments
	In bullet point form list attachments. This will generally include detailed profiles of the individuals and/or corporate being approached, proposal documents, annual reports, etc. It is important that approach team members do not take the approach notes or the profiles with them into the meeting.
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