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Meeting Agenda Template · Advanced version
A meeting agenda template gives every meeting a clear objective, a timed list of topics with owners and the outcome needed from each, so meetings start on time, stay
on track and end with decisions.

Agenda · Meeting: Weekly operations · Objective: agree Q2 priorities

Time Minutes Agenda item Owner Desired outcome Pre-reading

09:00 5 Welcome and objective Chair Shared understanding of the goal

09:05 10 Review actions from last meeting Chair Actions updated Previous minutes

09:15 20 Q2 priorities Head of Ops Decision on top 3 priorities Priorities paper

09:35 15 Budget update Finance Information Budget summary

09:50 5 Any other business All

09:55 5 Summary and actions Chair Owners and dates agreed


