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Meeting Agenda & Minutes
	Meeting Agenda



	Project Name:
	

	Date of Meeting:
	
	Time:
	

	Meeting Location:
	

	Meeting Purpose:
	

	Facilitator:
	



	Attendees: (list names)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	
	Agenda Items
	Presenter/s

	1. Topic 1  (# mins to discuss topic)


	

	2. Topic 2  (# mins to discuss topic)


	

	3. Topic 3  (# mins to discuss topic)


	



Meeting Minutes:
General discussion items, decisions made, etc…
· 
· 
· 


	#
	Action Item/s
	Owner
	Deadline

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



NEXT MEETING Date/Time/Location: 
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