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Meeting Details

Meeting Planner Form

Date Time Duration
DD/MM/YYYY Example: 10:30 AM Example: 60 minutes
Location Chair Secretary
Insert meeting location Insert name Insert name
Meeting Purpose
Insert details

Attendees check boxes to be checked after the meeting.
Requested Attendees X = Present
|:| Insert name |:| Insert name
|:| Insert name |:| Insert name
|:| Insert name |:| Insert name
|:| Insert name |:| Insert name

Summary Meeting Preparation

Who Refer to Agenda Item
Insert name Insert Agenda Item #
Insert name Insert Agenda Item #
Insert name Insert Agenda Item #
Insert name Insert Agenda Item #
Insert name Insert Agenda Item #
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New Agenda Item #2

Topic Lead Topic Description
Insert name Insert details
Allotted Time for Topic Desired Outcome of Discussion
Insert time Insert details
Preparation Required By Whom
Insert name Insert time
OUTCOME

Status: D = Decision Reached A = Action Required €= Comment/Discussion

Status Decision Reached or Comments/Discussions Details

Example: A

If Follow-Up Action Required

Who What Target Date

Insert name Insert details DD/MM/YYYY

Insert name Insert details DD/MM/YYYY
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New Agenda Item #4

Topic Lead Topic Description

Insert name Insert details

Allotted Time for Topic Desired Outcome of Discussion
Insert time Insert details

Preparation Required By Whom

Insert name Insert time

Status: D = Decision Reached A = Action Required €= Comment/Discussion

Status Decision Reached or Comments/Discussions Details

Example: A

If Follow-Up Action Required

Who What Target Date

Insert name Insert details DD/MM/YYYY

Insert name Insert details DD/MM/YYYY
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Status Decision Reached or Comments/Discussions Details
Insert name Insert details DD/MM/YYYY

Item # Insert next sequential number after last new agenda item

Topic Description

Insert details

OUTCOME

Status: D = Decision Reached A = Action Required C = Comment/Discussion

Status Decision Reached or Comments/Discussions Details

Example: A

If Follow-Up Action Required

Who What Target Date

Insert name Insert details DD/MM/YYYY

Insert name Insert details DD/MM/YYYY
Copyright © ConnectsUs Intranet Inc. 7/7 Document #: AA-ALL-4560-M-1.0
This is a generic template for reference only. Consult current legislation in your area to ensure compliance. Document Owner: Admin

This file includes embedded ConnectsUs identifiers. Prohibited use without a valid license. Learn more. Last Updated: Jan 1, 2016






