Corporate Meeting Agenda Schedule

Date: [MM/DD/YYYY]

Time: [00:00 AM/PM &€“ 00:00 AM/PM]
Location: [Conference Room/Online]
Facilitator: [Name]

Note Taker: [Name]

Agenda Overview

TIME TOPIC PRESENTER DETAILS

09:00 - 09:10 Welcome & Introductions [Facilitator] -

09:10-09:30 Review of Previous Minutes [Name] Key points and approvals
09:30 - 10:00 Main Discussion ltem 1 [Presenter] [Description]

10:00 - 10:15 Break - -

10:15-11:00 Main Discussion ltem 2 [Presenter] [Description]

11:00 - 11:20 Action ltems & Next Steps [Facilitator] Assign responsibilities
11:20 - 11:30 Q&A / Open Discussion All -

Action ltems

e [Sample Action ltem] - Responsible: [Name] - Due: [Date]
e [Sample Action ltem] - Responsible: [Name] - Due: [Date]

Attendees

e [Attendee Name 1]
¢ [Attendee Name 2]
¢ [Attendee Name 3]

Notes

¢ [Additional observations, comments, or follow-ups]
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