Meeting Agenda Template 
{Meeting Title}
Summary:
	Date:
	
	Time:
	

	Location:
	
	Person to Contact:
	

	Call-in Number:
	
	Confirmation:
	



Initial Instructions:
	

	

	



Agenda Items – Follow Up
	
	

	
	

	
	



Agenda Items – New Tasks/Issues
	
	

	
	

	
	

	
	

	
	

	
	



Agenda Items – Optional 
	
	

	
	

	
	



General Notes:
	

	

	

	

	

	

	



