Staff Meeting Agenda
	Date: ______________________________
	Time: ______________________________

	Location: ______________________________
	Total time: ______________________________

	Facilitator: ______________________________
	Note-taker: ______________________________


Last week's action items
	Action item
	Owner
	Due date
	Done or update

	
	
	
	

	
	
	
	

	
	
	
	


Agenda
Give each item its minutes and the person who leads it. The minutes should add up to the total time.
	#
	Item and what it should produce
	Minutes
	Owner

	1
	Welcome and purpose of the meeting
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	Next steps and closing
	
	


Next steps
	What
	Who
	By when

	
	
	

	
	
	

	
	
	

	
	
	


Next meeting: ______________________________
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