	MEETING AGENDA
[Organisation Name]
[Department or Team]



	Important notice
This template is provided by Trefnus for general use only. It does not constitute professional, legal or governance advice. You are responsible for adapting it to your organisation and for the accuracy and completeness of anything you record within it. Trefnus accepts no liability for any loss or damage arising from its use. Where formal decisions or compliance matters are involved, seek independent advice. Using this template indicates acceptance of these terms.



Meeting details
	Meeting title
	[Meeting title]

	Date
	[Date]
	Time
	[Start] to [End]

	Chair
	[Name]
	Minute-taker
	[Name]

	Meeting type
	[Recurring or one-off]
	Format
	[In person / Virtual / Hybrid]

	Location
	[Room or building; write Virtual if online]

	Join link
	[Video meeting URL]

	Meeting ID
	[ID]
	Passcode / dial-in
	[Passcode or phone number]


Document control
	Version
	[0.1]
	Date issued
	[Date]

	Prepared by
	[Name]
	Approved by
	[Chair, if required]


Attendees
	Name
	Role or department
	Attending?

	[Name]
	[Role or department]
	[Yes / Apologies]

	[Name]
	[Role or department]
	[Yes / Apologies]

	[Name]
	[Role or department]
	[Yes / Apologies]

	[Name]
	[Role or department]
	[Yes / Apologies]

	[Name]
	[Role or department]
	[Yes / Apologies]

	[Name]
	[Role or department]
	[Yes / Apologies]


Purpose of the meeting
State briefly why the meeting is being held and what it needs to achieve.
	By the end of this meeting we will have:
1.  [First objective]
2.  [Second objective]
3.  [Third objective]


Actions from the previous meeting
Review outstanding actions before moving to new business. Update the priority and status of each.
	Ref
	Action agreed
	Owner
	Priority
	Target date
	Status / progress

	A01
	[Action]
	[Owner]
	[H/M/L]
	[Date]
	[Open, in progress or complete]

	A02
	[Action]
	[Owner]
	[H/M/L]
	[Date]
	[Open, in progress or complete]

	A03
	[Action]
	[Owner]
	[H/M/L]
	[Date]
	[Open, in progress or complete]


Agenda
	No.
	Agenda item
	Lead
	Type
	Time
	Papers

	1
	Welcome and apologies
	[Chair]
	Information
	[5]
	None

	2
	Minutes of previous meeting and matters arising
	[Chair]
	Decision
	[5]
	[P1]

	3
	[Agenda item]
	[Lead]
	[Type]
	[00]
	[Ref]

	4
	[Agenda item]
	[Lead]
	[Type]
	[00]
	[Ref]

	5
	[Agenda item]
	[Lead]
	[Type]
	[00]
	[Ref]

	6
	[Agenda item]
	[Lead]
	[Type]
	[00]
	[Ref]

	7
	Any other business
	[Chair]
	Discussion
	[5]
	None

	8
	Date of next meeting
	[Chair]
	Information
	[2]
	None



	How to use the Type column
Decision: approval or sign-off is required. Discussion: input is sought, no decision needed. Information: shared for awareness or noting. Time is shown in minutes; Papers refers to the supporting document listed below.


Supporting papers
List the documents circulated with this agenda so each item can be prepared in advance.
	Ref
	Document name
	Version
	Location or link

	P1
	[Document name]
	[v0.0]
	[Folder path or hyperlink]

	P2
	[Document name]
	[v0.0]
	[Folder path or hyperlink]

	P3
	[Document name]
	[v0.0]
	[Folder path or hyperlink]


Any other business
Record items raised outside the planned agenda, and note whether each needs follow-up.
	[Item, who raised it, and any action]






Parking lot
Capture topics raised that cannot be addressed within the available time, to be scheduled or actioned later.
	[Deferred topic and where it will be taken forward]





Next meeting
	Date
	[Date]
	Time
	[Time]

	Location
	[Room or video link]

	Distribution
	[Who receives the agenda and minutes]
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