Meeting Agenda
Business Meeting
Meeting: [Title]
Date: [Date]    Time: [Time]
Attendees: [Names]
	#
	Agenda Item
	Time
	Owner
	Type

	1
	Welcome & Agenda Review
	5 min
	Chair
	Info

	2
	Minutes from Previous Meeting
	5 min
	Secretary
	Approval

	3
	Action Items Review
	10 min
	All
	Update

	4
	[Main Topic 1]
	20 min
	[Name]
	Discussion

	5
	[Main Topic 2]
	20 min
	[Name]
	Decision

	6
	[Main Topic 3]
	15 min
	[Name]
	Info

	7
	Next Steps & Action Items
	10 min
	Chair
	Planning

	8
	Any Other Business (AOB)
	5 min
	All
	Info


Estimated Total Time: ~90 minutes
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