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Agenda for the Name of the Meeting
Held on the Date of Meeting at Time
Venue of the Meeting
	Item number
	Agenda Item*
	Lead person**
	Time allocated***

	1
	Welcome
	Chair
	

	2
	Apologies
	Chair/Secretary/

Note taker/
	

	3
	Approve notes from previous meeting
	Chair
	

	4
	Matters arising and review of action log
	Chair
	

	5
	New heading
	Name of Lead Person
	

	6
	New heading
	Name of Lead Person
	

	7
	New heading
	Name of Lead Person
	

	8
	New heading
	Name of Lead Person
	

	9
	New heading
	Name of Lead Person
	

	10
	Any other business
	Chair
	

	11
	Date and time of next meeting
	Chair
	


Notes:

* 
Insert or delete lines for fewer/more agenda items

**
It is good practice to identify who will talk to an agenda item or lead the discussion so they can prepare in advance of the meeting

***
The time allocated column is optional and can be deleted but at large meetings it may be a useful tool to keep the meeting to time
_________________________________________________________________________________________________________________
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