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	Meeting title	Date
	Venue	Time


	Purpose
	The aim of the meeting or event 


	Objectives 
	By the end of the meeting we will have:
Click or tap here to enter text.



	Structure



	Attendees
Who needs to be involved
	Documents
Documents required




	Timing

	Start time
	Duration
	Lead
	Item
	Objective met

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Notes
	Any additional requirements or information 


