Printable meeting agenda
Group: 
Date and time: 
Place: 
Chair: 
	Item
	Owner
	Time
	What we need to leave with

	Welcome and who's here
	Chair
	5 min
	Attendance written down

	Last meeting's action items
	Chair
	10 min
	Each one done, still going, or given a new name

	Topic 1:
	
	10 min
	A decision, or who brings it back

	Topic 2:
	
	10 min
	A decision, or who brings it back

	Topic 3:
	
	10 min
	A decision, or who brings it back

	Anything else and next meeting date
	Chair
	5 min
	Next date set before people leave
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