Meeting agenda with action items
Meeting: 
Date: 
Facilitator: 
Tracker owner: 
	Item
	Owner
	Time
	What we need to leave with

	Review open and overdue action items
	Tracker owner
	10 min
	Each item: done with evidence, new date with a reason, waiting on someone named, or dropped

	Topic 1
	
	15 min
	A decision or new action items

	Topic 2
	
	15 min
	A decision or new action items

	Read back new action items
	Tracker owner
	5 min
	Each one has an ID, one owner, a date and what done looks like
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