Meeting Name









Date
Location:
Location Details
Time: 

Start and End Times*
Organizer:
Name(s)
Participants:
Name(s)
Description/Purpose:

Objectives:

· Objective 1

· Objective 2

Prerequisites:

· Supplies/Materials:

· Background Knowledge:

Agenda Items
1. Topic Heading 1 – Time frame* 
a. Subtopics
b. Other pertinent details

2. Topic Heading 2 – Time frame*
a. Subtopics

b. Other pertinent details

3. Topic Heading 3 – Time frame*
a. Subtopics

b. Other pertinent details

4. Topic Heading 4 – Time frame*
a. Subtopics

b. Other pertinent details

5. Topic Heading 5 – Time frame*
a. Subtopics

b. Other pertinent details

* When stating time frames, always list actual times, not total minutes. For example, state 9:00 – 9:15 rather than 15 minutes. This gives participants a better sense of time restriction.
