Sample Meeting Agenda Template
Department name:

Day, date:

Time of meeting:

Meeting location:

Leader:

Recorder:

Timekeeper:

Facilitator:

Participants:

	Time
	Method
	Item
	Aim or Actions

	
	
	Clarify objectives of meeting


	

	
	
	Review Roles

· Leader

· Recorder

· Timekeeper

· Facilitator


	

	
	
	Review agenda and assign times
	

	
	
	Work through agenda items

· 
	

	
	
	Review meeting record


	

	
	
	Plan next agenda


	

	
	
	Evaluate meeting


	



Source: Adapted from Executive Learning, 1993








