	Meeting Agenda

	Meeting topic:
	

	Purpose:
	

	Objective:
	

	Attendees:
	

	Location:
	

	Date and time:
	

	Agenda items
	Who
	Time allotted

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Meeting Communication and Action Plan

	Meeting topic:
	

	Purpose:
	

	Objective:
	

	Attendees:
	

	Location:
	

	Date and time:
	

	Agenda Item #1
	

	Options/points raised
	

	Decision or recommendations
	

	Agenda Item #2
	

	Options/points raised
	

	Decision or recommendations
	

	Agenda Item #3
	

	Options/points raised
	

	Decision or recommendations
	

	Action Items

	Task to be done
	Person responsible
	Due date
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