	AGENDA
	LIGHTS
	ACTUAL TIME

	
	GREEN
	YELLOW
	RED 
	

	Start Meeting Time

     Did meeting start on time (6:30)?
	6:30 p.m.
	p.m.

	Business Meeting - Call orders of  the day at _____________ p.m.

      as per the program.
	p.m.

	Table Topics
	1:00 min
	1:15 min
	1:30 min
	

	  1.
	minutes

	  2.
	minutes

	  3.
	minutes

	  4.
	minutes

	  5.
	minutes

	  6.
	minutes

	  7.
	minutes

	  8.
	minutes

	  9.
	minutes

	10.
	minutes

	Target to End Table Topics at  ____________ p.m. as per program
	p.m.

	Topics Evaluator
	3:00 min
	3:30 min
	4:00 min
	minutes

	Break – Start time
	p.m.

	           End time
	9:00 min
	10:00 min
	p.m.

	Speakers
	

	1.
	
	
	
	minutes

	2.
	
	
	
	minutes

	3.
	
	
	
	minutes

	Evaluations – Typical Timing
	2:00 min
	2:30 min
	3:00 min
	

	1.
	
	
	
	minutes

	2.
	
	
	
	minutes

	3.
	
	
	
	minutes

	General Evaluator
	5:00 min
	5:30 min
	6:00 min
	


TIMER CHART
