[Instructions: Change or delete all text within brackets (like this paragraph) and remove the brackets. You may also need to adjust the formatting based on your computer settings and word processing program or version.]
Agenda
[Team Name]
Meeting Details

Date: [Day], [Date]
Time: 00:00 [a/p].m. – 00:00 [a/p].m.
Location: [Room]
Participants: [Names of team members and invited guests]

Topics
1) Revision/Approval of Previous Meeting Notes.
[Notes should be distributed in time for the team to review them prior to the meeting. Do not allow reading time in the meeting.]

2) Status Checks.

[Limit this to team-wide projects status, and team member work tasks that directly affect the whole team. Use other methods to track members’ general work progress.]

3) Old Issues:
a) [Action items due since the previous meeting (see below), and agenda items from earlier meetings that require further discussion or decisions.]
4) New Issues:
a) [New issues identified in previous meetings but not discussed, or raised with the facilitator since the previous meeting. During the meeting, you may also add off-agenda items the team agrees must be acted on before the next meeting].

5) Review of Parking Lot and Action Items.
[The “Parking Lot” contains off-agenda issues raised during the meeting but not requiring immediate action. At this point, the team should decide what to do about each new item: add it to a future agenda; delegate it to a member or subteam; or ignore and delete it. Each “Action Item” contains a task the team has decided to do, the responsible person, and the date by which that person has committed to get the task done.]

[For meeting notes: To create your notes—regular meetings do not require detailed “minutes”—open the final version of this file as used at the meeting and:

6) Save it with a new file name.

7) In the title, change “Agenda” to “Meeting Notes.”

8) Edit the “Participants” list to show who attended.

9) Under each heading, enter general topics discussed and decisions made. Note when Action Items are created, but list them under Section 5.]
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