Meeting Agenda
Meeting: 
Date & time: 
Duration: 
Location / link: 
Organizer: 
Goal of the meeting
[Why the meeting exists and what the result should be]
Participants
1. [Name] ([role])
1. [Name] ([role])
Agenda items
	#
	Item
	Time
	Owner
	Expected outcome

	1
	[Item]
	[10 min]
	[Name]
	[Decision / status / list of actions]

	2
	[Item]
	[15 min]
	[Name]
	[Decision / status / list of actions]

	3
	[Item]
	[5 min]
	[Name]
	[Decision / status / list of actions]


Materials to review
1. [Link to a document, deck, or data]
What participants should prepare
[What each participant should do or collect before the meeting]
After the meeting
[Decisions are recorded in the minutes — e.g. upload the recording to AllMins]
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