INFORMAL MEETING AGENDA
	Date
	Time
	Meeting Called By
	Note Taker

	[Date]	[Time]
	[Name]
	[Name]


Attendance
· 
[image: A picture containing symbol, logo, graphics, line

Description automatically generated]pg. 1

· [bookmark: Text3][Attendees]
· [Attendees]
· [Attendees]
· [Attendees] 
· [Attendees]
· [Attendees]

Agenda
	Discussion Topics

	[Topic]
	[Topic]

	[Topic]
	[Topic]

	[Topic]
	[Topic]

	[Topic]
	[Topic]



	Action Items

	[bookmark: Text2][Item]
	[Item]

	[Item]
	[Item]

	[Item]
	[Item]

	[Item]
	[Item]


Agenda item:
	Action to be Done
	Person Responsible
	Time Duration

	[Action]
	[Name]
	[Time]

	[Action]
	[Name]
	[Time]

	[Action]
	[Name]
	[Time]

	[Action]
	[Name]
	[Time]



image1.png




