	MEETING AGENDA
	[TEAM / PROJECT]


Plan the discussion, capture decisions, and leave with clear ownership.
	DATE
	[Month DD YYYY]
	TIME
	[Start – End]

	LOCATION
	[Room or link]
	FACILITATOR
	[Name]


MEETING OBJECTIVE
[State the result this meeting must achieve in one clear sentence.]
PARTICIPANTS AND PREPARATION
	ATTENDEES
	READ OR BRING BEFORE THE MEETING

	[Names and roles]
	[Documents, data, or updates]


TIMED AGENDA
	TIME
	TOPIC AND PURPOSE
	OWNER
	OUTCOME

	[5 min]
	Welcome and confirm objective
	[Name]
	Aligned

	[10 min]
	Progress update and key facts
	[Name]
	Informed

	[20 min]
	Main discussion or working session
	[Name]
	Options assessed

	[10 min]
	Decision, actions, and close
	[Name]
	Owners confirmed


DECISIONS AND KEY NOTES
	DECISIONS MADE
	KEY NOTES OR RISKS

	1. [Write here]
2. [Write here]
	1. [Write here]
2. [Write here]


ACTION ITEMS
	#
	ACTION
	OWNER
	DUE

	1
	[Specific next step]
	[Name]
	[Date]

	2
	[Specific next step]
	[Name]
	[Date]

	3
	[Specific next step]
	[Name]
	[Date]


NEXT MEETING  [Date and time]     •     NOTES SHARED BY  [Name]     •     VERSION  [Date]




