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Date:

(Insert Date)
Location:
(Insert Place where meeting will be held)

Attendees:
(Insert Names)

Agenda

Objective: 
(Defines what the purpose of meeting is - i.e. Staff meeting, Project meeting, Sales review)

Process: 
(Defines how the meeting objective will be processed – i.e. open discussion, brainstorming, communication directive)

Outcome: 
(Defines what outcome you desire at the end of the meeting – i.e. a decision, an action plan, a list of ideas)
