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	MEETING AGENDA
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	Date:
	[Date]	Meeting Type:
	[bookmark: Text3][Type of Meeting]4

	Time:
	[Time]
	Call-In Number:
	[bookmark: Text6][List number]

	Location:
	[Location]
	Called By:
	[Name]

	Last Meeting:
	[Date]	Facilitator:
	[Name]

	Next Meeting:
	[Date]	Timekeeper:
	[Name]

	Call-In Code:
	[bookmark: Text4][Enter code]
	Note Taker:
	[Name]


Purpose of the meeting

Key objectives/goals
· 
· [Goals]
· [Goals]
· [Goals]
· [Goals]
· [Goals] 
· [Goals]
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Last meeting decision
· [Decision] 1
· [Decision] 2 
· [Decision] 3

· [Decision] 4
· [Decision] 5
· [Decision] 6
[bookmark: _Hlk135162519][bookmark: _Hlk135158265]Attendance
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[bookmark: _Hlk136951104]      [Name] 
      [Name]
      [Name]
     [Name]
     [Name]
     [Name]
Preparation For Meeting
	Please Read:
	 FORMTEXT [Notes]	Please Bring:
	[Notes]


Action Items/Next Steps
	Item
	Assigned To
	Deadline
	Status

	[Task Name]
	[Name]
	[Date]	 In progress   Complete

	[Task Name]
	[Name]
	[Date]	 In progress   Complete

	[Task Name]
	[Name]
	[Date]	 In progress   Complete

	[Task Name]
	[Name]
	[Date]	 In progress   Complete
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