Meeting Agenda

Department:  _________________________________________ Date: ___________

Length of Meeting:  _______________________ Time to Begin:  _______________

Agenda:  

________________________________________________________________________________________________________________________________________________________________________________________________________________________

Objectives:

1. __________________________________________________________________

2. __________________________________________________________________

3. __________________________________________________________________

Desired Outcomes:

1. __________________________________________________________________

2. __________________________________________________________________

3. __________________________________________________________________

Topics:

1. __________________________________________________________________

a. ____________________________________________________________

b. ____________________________________________________________

2. __________________________________________________________________

a. ____________________________________________________________

b. ____________________________________________________________

3. __________________________________________________________________

a. ____________________________________________________________

b. ____________________________________________________________

Note Taker:  ______________________________ Date:  _______________________

Who Attended:

1. __________________________________________________________________

2. __________________________________________________________________

3. __________________________________________________________________

4. __________________________________________________________________

5. __________________________________________________________________

6. __________________________________________________________________

7. __________________________________________________________________

8. __________________________________________________________________

What Problems Where Discussed?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Key Decisions Reached:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Who Needs To Accomplish A Task

What Is Needed To Accomplish The Task            Start And End Date Of Task

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________________________________________________________________________________

Additional Information:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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