Job Aid 3: Staff Meeting Agenda Template130
	Date/Time:

	Location: 


	Meeting Goal: 


	Attendees: 


	Leader: 

	Facilitator: 


	Note-taker: 

	Timekeeper: 



	TOPIC
	TOPIC LEAD
	TIME

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Plan Next Action(s)


	Plan Aim/Goal and Agenda for next meeting



	Evaluate/Process Check (How can we improve this meeting?)




