
 

 

 

AGENDA 

Name 
of Group: 
 
 
Title 
of Meeting: 
 
 
Meeting 
Called by: 
 
 
Meeting 
Type: 
 

Date: 
 
 
Starting Time: 
 
Ending Time: 
 
Place: 
 
 
Background 
Materials: 

Desired 
Outcomes: 
 
 
 
 
 
 
 
 

Attendees: 
 
 
 
 
 
 
 
 
 
 
 

Order of Agenda Items Persons Responsible Process Time Allocated 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   

 
For a free 30-minute consultation on how to 
conduct more effective meetings, click here. 

http://www.gb-associates.com/registration.html

