[Meeting name] agenda
Date and time: 
Location or link: 
Facilitator: 
Notes by: 
Goal: 
Pre-read: 
Agenda
	Item
	Owner
	Time
	What we need to leave with

	Review open action items
	
	5 min
	

	
	
	
	

	
	
	
	

	Action items read-back
	Notes taker
	3 min
	Every item has one owner and a date



Parking lot
1. Topic raised in the meeting that waits for another time, who raised it, and when it comes back
Next meeting
Date, time and place
Template from meetingnotestemplate.com
