Template-Meeting Agenda
The meeting agenda is a roadmap for the meeting. It lets participants know where they're headed so they don't get off track. Most importantly, the meeting agenda gives a sense of purpose and direction to the meeting.
	[Title of Meeting]

	Agenda

	Date & Time: 

	Venue:

	Participants:

	Apologies:

	Item
	Details
	Who
	Time

	1. Opening/welcome
	
	
	

	2.  Apologies
	
	
	

	3. Previous Minutes
	
	
	

	4. Matters for Discussion
	
	
	

	4.1
	
	
	

	4.2
	
	
	

	4.3
	
	
	

	4.4
	
	
	

	4.5
	
	
	

	Next Meeting: Date & time


Disclaimer 

While all care has been taken in the preparation of this material, no responsibility is accepted by the author(s), its staff or volunteers, for any errors, omissions or inaccuracies. The material provided in this resource has been prepared to provide general information only. [image: image1][image: image2][image: image3]
