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BAC Meeting Agenda Template
Using a consistent meeting agenda template ensures a productive balance between information sharing and member-driven discussion. When used alongside the Recommendation Tracker, this structure also streamlines the systematic data collection required for annual reporting (see the BAC Annual Report Toolkit for more information). Specifically, it ensures the final BAC Annual Report accurately captures outcomes across four required reporting areas: Topics Covered; Activities; Recommendations Provided; and State Responses to BAC Recommendations.
Meeting Agenda Recommendations
The recommended agenda format organizes discussion topics around the specific program and policy areas identified by BAC members. Structuring the agenda this way ensures each meeting ties back to the BAC’s priority areas and makes it easier to demonstrate activity in each priority area over time. 
Based on the Medicaid Access Final Rule, these priority areas could include:
· Additions and changes to covered services;
· Coordination of care;
· Quality of services;
· Eligibility, enrollment, and renewal processes; 
· Member and provider communications;
· Cultural competency, language access, health equity, and disparities and biases in the Medicaid program;
· Access to services; and 
· Other issues that impact the provisions or outcome of health and medical care services in the Medicaid Program. 
In addition to program and policy areas, we also recommend a category for tracking discussion related to “Committee Operations.” This will help to capture and track progress on any recommendations related to administration/operation of the committee or interaction with the MAC.
How to Use the Agenda
· Program and policy topic/area selection: For each meeting, organize the agenda around the program and policy areas identified by BAC members. This information will enable staff to easily meet the requirements related to reporting around the “Topics Covered” section of the annual report. 
· Objective and activity: For each agenda item, clearly define and document the purpose of the discussion and the intended outcome (e.g., to confirm, inform, discuss, or make a decision). Doing this systematically helps ensure meetings stay focused and results are trackable. Tracking this information will enable staff to easily meet the requirements related to reporting around the “Activities” section of the annual report. 
· Agenda drafting: We recommend drafting agendas collaboratively between Medicaid staff and BAC leadership before each meeting. 

How to Use the Agenda and the Recommendation Tracker
The Meeting Agenda and the Recommendation Tracker are designed to form a continuous improvement cycle.
· Before meetings: Use the Recommendation Tracker to identify potential discussion topics for upcoming agendas or items that need BAC follow-up. Not every priority area needs to be addressed at each meeting.
· During meetings: Use the agenda to guide discussion toward actionable input and record new recommendations.
· After meetings: Enter new feedback/recommendations into the Recommendation tracker, assign responsibility, and update statuses (e.g., resolution) to maintain progress.
· At future meetings: Use the “Review of Previous Recommendations” section of the agenda to close the loop and celebrate completed actions.

BAC Meeting Agenda Template
The table below provides sample content to illustrate how this format can be applied in practice. It can be easily adapted and refined to fit future meeting needs. Where applicable, agenda items link to an example program/policy area and all have a clearly defined purpose. 
[State Medicaid Program Name] BAC Meeting Agenda 
	Agenda Item
	Program and Policy Topic/Area
	Lead
	Objective and Activity
	Time

	Welcome and Introductions
	
	Chair or Staff Liaison
	Confirm: Review and confirm agenda items and objectives. 
	5 min

	Review of Previous Recommendations
	
	Medicaid Staff
	Inform: Review recommendation tracker; report on progress made since the last meeting; confirm any outstanding actions or next steps.
	5 min

	Discussion Topic: [Insert specific topic identified from Recommendation Tracker]* 

*Example: Improve website navigation 
	*Example: Eligibility, enrollment, and renewal processes
	Guest Speaker 
	Inform: Presentation on specified/chosen topic area.

*Example: Presentation on results of a website and portal assessment and recommendations for potential upgrades. 
	10 min

	Discussion Topic: [Insert specific topic identified from Recommendation Tracker] 
	*Example: Member communications 
	Facilitator 
	Discuss: Conduct a round-robin discussion to gather feedback and identify potential recommendations.
	35 min

	Program or Administrative Update
	*Example: H.R.1 impacts—work requirements
	Medicaid Staff
	Inform: Provide specified updates* and identify areas of input for the BAC.

*Example: Implementation of work requirement policies in Medicaid
	10 min

	Public Comment/Open Forum
	
	Chair
	Engage: Allow members and public participants to raise new concerns or share feedback.
	10 min

	Next Steps and Adjournment
	
	Chair
	Clarify: Confirm assignments, next steps, and preview future meeting topics. 
	5 min
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For additional support, please contact SHVS. For more resources to help state Medicaid agencies proactively collect and document BAC activities and produce the annual report, refer to the SHVS Medicaid Beneficiary Advisory Council Reporting Toolkit and the BAC Annual Report Toolkit.			2
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