MEETING AGENDA TEMPLATE 
Group Name:
Day, Date, Year:					Location:
Meeting Time: Start – End

Prep/Study/Bring:


Arrival: Time – Time - snacks, visiting
(pre-meeting, 5-15 minutes)
AGENDA© 2019 – present.                        Productivity Training | Consulting | Books | Webinars | Keynotes | www.HeleneSegura.com/time

Purpose/Objective:

Time – Time		Topic 1 – Why you’re here (vision/reason/incident) – Name of Responsible Party

Time – Time		Topic 2 – Name of Responsible Party

Time – Time		Topic 3 – Name of Responsible Party

Time – Time		Next Steps (this should be a re-cap: deliverables, by whom, by when)
(5-10 minutes)


Time – Time		Next Meeting
(3-5 minutes)



Time – Time		Clarifying Questions
(3-5 minutes)



Time – Time		Concerns
(3-5 minutes)		Please be prepared to present:
1) What is your proposed solution?
2) What concern will this address?
3) What resources/time/personnel will this require?
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