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[Meeting Name] Agenda
Date: [Day, Month Day, Year]
Time: [Start time] to [End time]
Location: [Room, Building, Address] or online: Join the [Platform] meeting
Facilitator: [Name]
Note taker: [Name]
Meeting Goals
1. [Goal 1: what participants will decide, learn, or produce]
1. [Goal 2]
Agenda Items
Table 1. Agenda items with time, topic, lead, and desired outcome
	Time
	Topic
	Lead
	Desired outcome

	[3:30 p.m.] (5 min)
	Welcome, norms, and review of goals
	[Facilitator]
	Shared understanding of purpose

	[3:35 p.m.] (10 min)
	[Topic]
	[Name]
	[Decision / Information / Discussion]

	[3:45 p.m.] (20 min)
	[Topic]
	[Name]
	[Decision / Information / Discussion]

	[4:05 p.m.] (10 min)
	Action items, owners, and due dates
	[Note taker]
	Recorded action list

	[4:15 p.m.] (5 min)
	Next meeting date and closing
	[Facilitator]
	Date confirmed



Action Items from the Previous Meeting
Table 2. Open action items carried over from the previous meeting
	Action item
	Owner
	Due date
	Status

	[Action]
	[Name]
	[Date]
	[Not started / In progress / Done]

	[Action]
	[Name]
	[Date]
	[Status]



Materials to Review Before the Meeting
1. [Document title] — Open the shared document
1. [Document title]
Accessibility and Accommodations
To request an accommodation for this meeting, such as an ASL interpreter, live captions, or materials in an alternate format, contact [Name] at [Phone] or [Email] by [date]. Meeting materials are shared in accessible electronic formats before the meeting.
Template note: Delete this note before sharing. Add new agenda rows inside the table (Table Tools > Insert Below) so the header row stays attached. Keep link text descriptive: say what the link opens, not "click here."
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