MEETING AGENDA
[bookmark: _Hlk135315125]Meeting Details
	Date:
	[Date]	Location:
	[Location]

	Time:
	[Time]
	Facilitator
	[bookmark: Text19][Facilitator Name]


Purpose of the meeting

[bookmark: _Hlk135158265]Attendance



· 
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 [Name] 
 [Name]
 [Name]
 [Name]
 [Name]
 [Name]
 [Name]
 [Name]
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Action Items/Next Steps          Item                          Name                              Date                               Discussion

· 


	[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

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



	Agenda Items
	Presenter

	1. Call to Order
	[bookmark: Text5][Name]

	2. Pledge of Allegiance
	[Name]

	3. Welcome/Introduction
	[Name]

	4. Roll Call
	[Name]

	5. Approval of Previous Meeting Minutes
	[Name]

	6. Old Business
	

	a) [bookmark: Text18][Item 1]
	[Name]

	b) [Item 2]
	[Name]

	7.   New Business
	

	a) [Item 1]
	[Name]

	b) [bookmark: Text17][Item 2]
	[Name]

	8.   Additions to Agenda
	[Name]

	9.    Calendar
	[Name]

	10.  Adjournment
	[Name]


Adjournment: Next meeting date: [Date]
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