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(Your Logo here)
MEETING NAME HERE
Team Meeting Agenda


Date & Time
Insert meeting date and time here

Location
Insert Room / Floor / Building here

Attendees / Roles
__________________ – Facilitator	__________________ – Timekeeper
__________________ – Scribe	__________________
__________________	__________________
__________________	__________________

Objective / Desired Outcomes
Type the objective of this meeting here.

Agenda

	#
	Topic
	Presenter
	Time

	1
	Example: Review meeting agenda and any outstanding action items from previous meeting
	Name
	10 min.

	2
	Insert detailed agenda here; add rows as needed
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	


 
Follow-up Items
	#
	Description
	Owner
	Due Date
	Priority
	Comments

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	



Take Notes on Reverse
