Meeting Agenda Template


	Facilitator:

	Timekeeper:  

	Recorder: 

	Other:

	Meeting Purpose:


	Estimated Time
	Topic
	Lead Person
	Method
	Outcome

	5 min.
	Check-In
	All
	Round Robin
	We’re all present!



	5 min.
	Agenda Review
	Facilitator
	Discussion
	Agenda adjusted as needed



	
	
	
	
	

	
	
	
	
	

	5 min.
	Next Agenda
	All
	Brainstorm
	Input for next

meeting agenda



	5 min.
	Meeting Evaluation
	
	+/- on flipchart
	Meeting process

improvements

for next time
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