Excel meeting agenda
Meeting: 
Date and start time: 
Chair: 
Minutes by: 
	Item
	Owner
	Time
	What we need to leave with

	Action tracker: filter to Open and Needs confirming
	Minutes taker
	10 min
	Each row updated with a status and a latest update

	Agenda item 1
	Presenter
	10 min
	Decision, deferred with a date, or for information

	Agenda item 2
	Presenter
	10 min
	Decision, deferred with a date, or for information

	New action items read-back
	Minutes taker
	5 min
	Every new row has an ID, one owner and a due date
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