Meeting Agenda

Meeting Title			[Title]

Date					XX/XX/XXXX
Time					XX:XX – XX:XX
Meeting called by			[Name]
List of invitees			[Names of invitees]

[Time] – [Time]			[Agenda Item 1]
· Key point 1
· Key point 2

[Time] – [Time]			[Agenda Item 2]
· Key point 1
· Key point 2

[Time] – [Time]			[Agenda Item 3]
· Key point 1
· Key point 2

[Time] – [Time]			[Agenda Item 4]
· Key point 1
· Key point 2

Additional Notes
[Include any further instructions, comments or directions]

[bookmark: _GoBack]
	
[image: ]Contact Us
Phone: 1800 266 337
Website: www.expressvirtualmeetings.com.au
image1.png
EXPress i,

virtual meetings

o}

KX

)\




