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Effective communication and productive meetings are vital components of successful organizations. A
well-structured agenda that aligns with proven frameworks like Cgp (Connect, Guide, Partner), Tci
(Tell, Confirm, Invite), and Ba (Build and Assist) ensures clarity, engagement, and goal-oriented
interactions. In this comprehensive guide, we will explore how to craft an agenda following these
frameworks, beginning with foundational steps such as rapport building, recap, and setting the
agenda, then delving into advanced strategies that foster collaboration, understanding, and action.

Understanding the Cgp, Tci, and Ba Frameworks

Before diving into the agenda structure, it's essential to understand the principles behind the
frameworks:

1. Cgp (Connect, Guide, Partner)

- Connect: Establish rapport and trust.
- Guide: Lead the discussion with clarity.
- Partner: Collaborate towards shared goals.

2. Tci (Tell, Confirm, Invite)

- Tell: Share information clearly.
- Confirm: Ensure understanding and alignment.
- Invite: Engage others to contribute and participate.

3. Ba (Build and Assist)

- Build: Develop relationships and understanding.
- Assist: Support others in achieving objectives.

These frameworks emphasize relationship-building, clarity, confirmation, collaboration, and
support—elements that are crucial when designing an agenda for meetings, coaching sessions, or
strategic planning.



Step 1: Rapport Building - Establishing Trust and
Connection

The foundation of any effective interaction is rapport. Building genuine connection sets the stage for
open communication, mutual respect, and productive dialogue.

Why is Rapport Building Critical?

- Promotes openness and honesty.

- Reduces barriers and resistance.

- Encourages active participation.

- Lays the groundwork for trust, which is essential for collaboration.

Strategies to Incorporate Rapport Building into the Agenda

- Begin with Personal or Human-Centric Questions: Start the meeting by asking about recent
successes, challenges, or non-work-related topics to foster comfort.
e “How was your weekend?”

e “What recent wins would you like to share?”

- Express Appreciation or Recognition: Acknowledge contributions or positive developments to create
a positive atmosphere.

» “| appreciate everyone’s effort in completing the project ahead of schedule.”

- Use Active Listening and Empathy: Show genuine interest through nodding, paraphrasing, and
affirming.

- Align on Common Goals: Clarify the purpose of the meeting and shared objectives to ensure
everyone is on the same page.

Incorporating Rapport Building in the Agenda

- Allocate the first 5-10 minutes for casual check-ins or light conversation.
- Use open-ended questions to invite participation.
- Set a tone of openness and respect from the outset.



Step 2: Recap - Reviewing Past Progress and Context

Recapping ensures continuity and clarity, reinforcing understanding of previous discussions,
decisions, and progress.

The Importance of Recap

- Reinforces accountability.

- Clarifies what has been accomplished.

- Highlights areas needing attention.

- Provides context for the current session.

How to Effectively Incorporate Recap into the Agenda

- Summarize Action Items: Review what was agreed upon last time.

e “Last meeting, we decided to focus on increasing sales by 10%.”

e “The action items included updating the marketing plan and reaching out to new clients.”

- Discuss Outcomes and Challenges: Address what has been achieved and obstacles faced.
- Use Visual Aids: Charts, dashboards, or reports can make the recap clearer.

- Invite Feedback: Ask participants if they have additional insights or corrections.

Recap Structure in the Agenda

- Brief review (5-10 minutes).
- Highlight key accomplishments and unresolved issues.
- Confirm understanding and alignment.

Step 3: Setting the Agenda - Clarifying Objectives and
Next Steps

Clearly defining the agenda and objectives keeps the meeting focused and productive.



Best Practices for Agenda Setting

- Align with the Frameworks: Use Cgp, Tci, and Ba principles to guide agenda items.

- Prioritize Topics: Focus on high-impact issues.
- Allocate Time Appropriately: Set realistic timeframes to prevent overruns.
- Share the Agenda in Advance: Distribute before the meeting to allow preparation.

Key Components of an Effective Agenda

1. Introduction and Rapport Building (5-10 mins)
o Personal check-ins

o Express appreciation

2. Recap of Previous Actions (10 mins)
o Review outcomes

o Discuss challenges

3. Main Discussion Topics (30-40 mins)
o Strategic initiatives
o Problem-solving

o Decision-making

4. Clarification and Confirmation (10 mins)
o Summarize key points

o Seek confirmation

5. Next Steps and Invitations for Input (15 mins)
o Assign action items

o Invite feedback and questions



6. Closing and Positive Reinforcement (5 mins)
o Express appreciation

o Reinforce shared goals

Applying the Frameworks Throughout the Agenda

Integrating the Cgp, Tci, and Ba frameworks ensures that each segment of the agenda promotes
relationship-building, clarity, and collaboration.

1. Connecting (Cgp) and Building (Ba)

- Begin with rapport-building activities.
- Use empathetic language.
- Share personal insights to foster trust.

2. Guiding (Cgp) and Telling (Tci)

- Clearly articulate the purpose of each agenda item.
- Use informative statements to guide discussions.
- Confirm understanding before moving forward.

3. Partnering (Cgp) and Inviting (Tci)

- Encourage participation from all attendees.
- Invite questions, ideas, and feedback.
- Collaborate on solutions and next steps.

4. Confirming (Tci) and Assisting (Ba)

- Summarize key points for clarity.
- Offer support to address challenges.
- Reinforce commitments and roles.



Advanced Tips for Effective Agenda Execution

- Maintain Flexibility: Be prepared to adapt the agenda based on discussion flow.

- Use Visual Tools: Charts, whiteboards, or digital collaboration platforms can enhance engagement.
- Ensure Inclusivity: Create space for all voices, especially in collaborative phases.

- Follow Up: Send meeting notes and action item reminders to reinforce accountability.

Conclusion

Crafting an agenda that follows the Cgp, Tci, and Ba frameworks is a strategic approach that
enhances communication, fosters trust, and promotes collaborative problem-solving. Starting with
rapport building sets a positive tone, while recapping past progress maintains continuity. Clearly
defining the agenda and objectives keeps the meeting focused, and applying these frameworks
throughout ensures that each interaction is meaningful and impactful. By integrating these principles,
leaders and facilitators can drive more productive meetings, stronger relationships, and better
outcomes.

If you'd like assistance tailoring this agenda for specific contexts such as coaching sessions, team
meetings, or strategic planning, feel free to ask!

Frequently Asked Questions

What are the key components of an agenda that aligns with
the CGP, TCI, and BA frameworks?

The key components include rapport building, recap, and setting the agenda, followed by structured
steps that promote engagement, clarity, and goal orientation as outlined in the CGP, TCI, and BA
frameworks.

How does rapport building at the start of an agenda enhance
the effectiveness of the session?

Rapport building establishes trust and a positive environment, which encourages open
communication, increases participant engagement, and sets a collaborative tone aligned with the
principles of CGP, TCI, and BA frameworks.

Why is recapping important at the beginning of a session



following these frameworks?

Recapping ensures all participants are aligned on previous discussions, clarifies current
understanding, and prepares the group for the agenda ahead, reinforcing continuity and
accountability as emphasized in the CGP, TCI, and BA frameworks.

In what ways does following a structured agenda improve
outcomes within the CGP, TCl, and BA models?

A structured agenda facilitates focused discussions, efficient time management, and clear goal
setting, which enhances the effectiveness of the models by ensuring that interactions are purposeful
and aligned with desired outcomes.

What are best practices for integrating the initial steps of
rapport, recap, and agenda-setting into a coaching or training
session?

Best practices include actively listening to participants, summarizing previous insights accurately,
clearly outlining the session’s objectives, and fostering an open environment that encourages
participant input, all in alignment with CGP, TCI, and BA frameworks.

Additional Resources

Here's An Agenda That Follows The CGP, TCI, BA Framework: A Comprehensive Guide to Effective
Meeting Planning

In the realm of professional communication and project management, crafting an agenda that aligns
with proven frameworks can significantly enhance the productivity and outcomes of meetings. One
such strategic approach involves following the CGP, TCI, BA framework, a structured methodology
that ensures clarity, engagement, and goal orientation. This guide dives deep into how to develop an
agenda rooted in this framework, focusing on key sections like rapport building, recaps, and setting
the agenda, followed by actionable tips and best practices.

Understanding the CGP, TCI, BA Framework

Before diving into the agenda specifics, it's essential to understand what the CGP, TCI, BA framework
entails. While exact definitions can vary depending on organizational context, generally, these
components represent a sequence designed to foster effective communication and decision-making:

- C: Connect (Rapport building)
- G: Goals and Recap (Clarify previous progress and set expectations)
- P: Plan (Outline next steps or agenda points)

- T: Tune-in (Active listening and engagement)
- C: Clarify (Address questions, confirm understanding)
- I: Inform (Share updates or information)



- B: Align (Align on objectives and decisions)
- A: Act (Assign actions, follow-ups)

This structured approach ensures meetings are purposeful, collaborative, and outcome-driven. Now,
let's explore how to translate this into an effective agenda.

1. Rapport Building, Recap, And Agenda

The Importance of Starting Strong

The first segment of any successful meeting is foundational. It sets the tone, builds trust, and creates
an environment conducive to open dialogue. Aligning with the Connect component of the framework,
rapport building isn’t just small talk—it's an intentional effort to establish rapport that fosters
collaboration.

Key Elements of Rapport Building

- Greeting and Warm-up: Begin with a friendly greeting, acknowledging participants by name.

- Personal Connection: Share brief personal updates or inquire about well-being to humanize the
interaction.

- Establish Purpose and Relevance: Clearly articulate why the meeting is happening and how it relates
to participants’ roles.

Sample Techniques for Effective Rapport Building

- Use open-ended questions: “How has your week been?”

- Share a relevant positive anecdote or success story.

- Show genuine interest in participants' perspectives and contributions.

Recap of Previous Work

Following rapport, a brief recap serves multiple purposes:

- Reinforces shared understanding.

- Highlights progress and achievements.

- Identifies areas needing attention.

How to Conduct an Effective Recap:

- Summarize key decisions or actions from the last meeting.

- Confirm completion of assigned tasks.

- Address any unresolved issues or concerns.

Setting the Agenda

Finally, clearly state the agenda to provide a roadmap for the meeting. This demonstrates respect for
participants’ time and ensures everyone is aligned on objectives.

Best Practices for Agenda Setting:



- List key topics or questions to be addressed.

- Specify time allocations for each item.

- Invite suggestions or additional topics from participants.

Sample Opening Statement

"Good morning, everyone. | hope you're all doing well. Before we dive in, I'd like to briefly review
what we accomplished last time—particularly the action items related to project X—and then outline

our agenda for today. Our focus will be on finalizing the upcoming rollout plan and addressing any
roadblocks. If anyone has additional topics to discuss, please feel free to suggest them now."

2. Tune-in, Clarify, and Inform
Active Engagement (Tune-in)

The TCl component emphasizes active listening and participation. Once the agenda is set, it's crucial
to create space for input, questions, and clarifications.

Strategies for Effective Tune-in:

- Ask open-ended questions: “What are your thoughts on this approach?”

- Encourage quieter participants to share insights.

- Use reflective statements: “It sounds like you're concerned about the timeline.”
Clarification

Misunderstandings can derail meetings. Clarifying ensures everyone is on the same page.
Methods for Clarification:

- Paraphrase statements: “So, what | hear you saying is...”

- Ask targeted questions: “Can you clarify what you mean by...?”

- Summarize discussions periodically: “To confirm, we agree that...”

Sharing Information (Inform)

Meetings often involve sharing updates or data. This segment should be concise, relevant, and
purposeful.

Best Practices for Informing:
- Prepare visual aids or summaries in advance.

- Highlight key points and implications.
- Invite questions afterward to ensure understanding.

3. Alignment and Action Planning



Achieving Alignment
In this phase, the goal is to ensure all participants agree on decisions, next steps, and responsibilities.

- Summarize key agreements.
- Confirm understanding and buy-in.
- Address any lingering concerns.

Action Items and Follow-Ups
Close the meeting by clearly defining actions:

- Assign specific tasks with deadlines.
- Identify responsible parties.
- Clarify expectations and deliverables.

Example of Effective Action Planning

"Based on our discussion, John will prepare the revised project timeline by Friday, and Sarah will
coordinate with the marketing team. Let’s reconvene next week to review progress."

Practical Tips for Designing Your Agenda

- Use a Template: Incorporate sections for rapport, recap, agenda, discussion points, clarifications,
and actions.

- Prioritize Topics: Focus on high-impact items; avoid overloading.

- Allocate Time: Be realistic about how long each segment takes.

- Share in Advance: Distribute the agenda beforehand to allow preparation.

- Be Flexible: Allow room for emergent issues or questions.

Final Thoughts: Integrating the Framework into Your Meetings

Implementing a meeting agenda aligned with the CGP, TCI, BA framework isn’t just about following
steps—it's about fostering a culture of clarity, engagement, and shared purpose. When each meeting
begins with rapport building and recap, actively tunes-in to participant inputs, clarifies uncertainties,
and aligns on actions, it drives better decision-making and stronger team cohesion.

By adopting this structured approach, professionals can transform routine meetings into strategic
conversations that propel projects forward, build trust, and achieve measurable outcomes.
Remember, the key to success lies in preparation, active facilitation, and continuous refinement of
your agenda process.

Start implementing this agenda structure today, and experience the difference it makes in your
meetings' effectiveness and team dynamics!



Here S An Agenda That Follows The Cgp Tci Ba Framework 1
Rapport Building Recap And Agenda 2

Here S An Agenda That Follows The Cgp Tci Ba Framework 1 Rapport Building Recap And Agenda 2

Related Articles

e Find A Word In "the Story Of The Porter And The Three Ladies" With Which You Are
Unfamiliar. Use Any

e Duchenne Muscular Dystrophy Is An X-linked Recessive Disorder.A Punnett Square Is Shown.
The Columns

o FILL IN THE BILANK A Best Practice Is ""a(n) Way Recognized By Industry To Achieve A
Stated Goal

Back to Home


https://sip.evo9x.com/ma12/here-s-an-agenda-that-follows-the-cgp-tci-ba-framework-1-rapport-building-recap-and-agenda-2.pdf
https://sip.evo9x.com/ma12/here-s-an-agenda-that-follows-the-cgp-tci-ba-framework-1-rapport-building-recap-and-agenda-2.pdf
https://sip.evo9x.com/ma12/find-a-word-in-the-story-of-the-porter-and-the-three-ladies-with-which-you-are-unfamiliar-use-any.pdf
https://sip.evo9x.com/ma12/find-a-word-in-the-story-of-the-porter-and-the-three-ladies-with-which-you-are-unfamiliar-use-any.pdf
https://sip.evo9x.com/ma12/duchenne-muscular-dystrophy-is-an-x-linked-recessive-disorder-a-punnett-square-is-shown-the-columns.pdf
https://sip.evo9x.com/ma12/duchenne-muscular-dystrophy-is-an-x-linked-recessive-disorder-a-punnett-square-is-shown-the-columns.pdf
https://sip.evo9x.com/ma12/fill-in-the-blank-a-best-practice-is-a-n-way-recognized-by-industry-to-achieve-a-stated-goal.pdf
https://sip.evo9x.com/ma12/fill-in-the-blank-a-best-practice-is-a-n-way-recognized-by-industry-to-achieve-a-stated-goal.pdf
https://sip.evo9x.com

