[Meeting name] agenda
Date: 
Location or call link: 
Facilitator: 
Agenda
	Start
	Minutes
	Item
	Owner
	What we need to leave with

	9:00 AM
	10
	Last meeting's action items
	Notes taker
	Each one done, given a new date or dropped

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	5
	Read back decisions and new action items
	Notes taker
	Every action has one owner and a date

	
	
	End of meeting
	
	Start column shows the end time, Minutes shows the total
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