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Meeting Agenda


	<Insert Meeting Name>  

	Meeting Date:
	<Insert meeting date>
	Time:
	<Insert start-end time>
	Location:
	<Insert meeting location>

	Meeting Leader:
	<Insert Meeting Leader Name>
	Timekeeper:
	<Insert timekeeper name>

	Scribe:
	<Insert scribe name>
	Gatekeeper:
	<Insert gatekeeper name>

	Judge
	<Insert judge name>
	Recorder:
	<Insert recorder name>

	Participants:
	<Insert participants and absentee invitees>

	Meeting Purpose:
	<Insert meeting purpose>

	Preparation:
	<Insert preparation work>


	Time
	Agenda Items
	Process/Responsible

	<0:00>
	1. <Topic expressed as an action with desired outcome(s)>
	<Process and person responsible>

	
	2. 
	

	
	3. 
	

	
	4. 
	

	
	5. 
	

	<0:00>
	6. Review and verify new action items.
	

	<0:00>
	7. Adjourn
	


	DECISIONS Reached
	Decision Date

	1. <Itemize decisions referenced in context above.  Provide any updates if applicable.>
	<Insert date decision made>

	2. 
	


	 ACTION Items

	Status
	Action to be taken
	Responsible
	Due Date

	<New, Open, Deferred, Closed>
	1. <Itemize action items referenced in context above.  Provide any updates if applicable.>
	<Insert name person responsible>
	<Insert date action due>

	
	2. 
	
	

	
	3. 
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