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Agenda Item Time

Meeting Agenda

Date: Time: Place: 

Purpose of Mee�ng: 

Leader: 

Facilitator: 

Recorder: 

Par�cipants: 

Special Notes: 

Decided Ac�on Person In Charge 

The six steps to create a mee�ng agenda are ① list date, time, and place, ② set a specific 
purpose for the meeting, ③ list roles for the team leader, meeting facilitator, recorder, and 
participants, ④ list any special objections or notes, ⑤ list each agenda item, the person in 
charge for that item, and a specific time for each item, and ⑥ list the decided ac�on for each 
item. ©2019 Core IQ. All rights reserved.


