Meeting Agenda
	Meeting
	

	Date and time
	

	Length
	

	Location (or video platform)
	

	Chair / facilitator
	

	Note taker
	

	Invited
	

	Pre-reads sent on
	



1. Objective
[One sentence. What will be decided, agreed or produced by the end. If you cannot write it, the meeting may not be needed.]

2. Pre-reads
[What people must read before the meeting, where it is, and roughly how long it takes. Nothing in the pre-reads gets presented again in the room.]
Document:
Where:
Reading time:

3. Agenda items
[In order, with the item that needs the freshest thinking first. Each item has an owner who leads it and a time box in minutes. Mark each one inform, discuss or decide.]
Item:
Owner:
Time:
Type (inform / discuss / decide):

4. Decisions needed
[List each decision the meeting is expected to make, the options on the table, and who has the final say if the group does not agree.]
Decision:
Options:
Decided by:

5. Parking lot
[Anything raised that is not on the agenda. Write it down, say it is parked, and move on. Deal with the list at the close.]

6. Actions and next steps
[Filled in at the end: each action with an owner and a date. Read them out before the meeting ends.]

7. Close
[Recap the decisions, say who gets the notes and when, and set the next meeting if there is one.]
Notes to:
Next meeting:

Agenda items
	No.
	Item
	Owner
	Time (min)
	Inform / discuss / decide

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Decisions needed
	Decision
	Options
	Decided by
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