Fact Sheet:
How to write an Agenda
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Group Meeting Agenda
Day, Date, Month, Year 

Time – from and to

Venue name, location, postcode, contact number 
Web link to a map etc. if required 
	Start time

Estimate

of the time

Estimate

of the time

Estimate

of the time

Estimate

of the time

Estimate

of the time

Planned end

time
	1. Welcome, introduction and apologies 
2. Minutes from the last meeting – outstanding actions 
3. Item (topic of discussion) 
4. Item (topic of discussion)

5. Item (topic of discussion) 
6. AOB

7. End 

	Initial of who to

lead on this item

Initial of who to

lead on this item

Initial of who to

lead on this item

Initial of who to

lead on this item

Initial of who to

lead on this item




