
Meeting Agenda
Date:  _____________________
Time:  _____________________
Location:  _____________________
Facilitator:  _____________________
Note taker:  _____________________
Attendees:  _____________________

1. Welcome & Introductions
Opening remarks
Introductions (if needed)
Review meeting purpose

2. Review Agenda
Overview of topics
Adjustments

3. Discussion Topics
1. Topic 1 â€“ _______________________
2. Topic 2 â€“ _______________________
3. Topic 3 â€“ _______________________

4. Action Items & Next Steps
Review assigned tasks
Set deadlines

5. Questions & Open Discussion

6. Closing
Recap key decisions
Confirm next meeting (date & time)
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