Managing People & Their Performance Templates

Team Meeting Agenda

Date: 

Time: 

Location:

Called by:

Purpose of Meeting:

	Agenda Items
	Responsible Person
	Timing

	1.


	
	

	2.


	
	

	3.


	
	

	4.


	
	

	
	
	


Invited Attendees:

Detail of any pre-meeting requirements:
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