Meeting agenda and minutes

Fill in the first three columns beforehand and send the file as a pre-filled agenda. During the meeting, the secretary fills in the last three columns.

Agenda item

1. Approval of previous minutes

2. [Topic]

3. [Topic]

4. Next meeting and close

Time

5 min

[10 min]

[15 min]

5 min

Presenter

Chair

[Name]

[Name]

Chair

Discussion

Decision

Action (owner, due)



