Meeting Agenda
[Name of the group or project]
	Date
	[Date]
	Time
	10:00 to 11:00

	Place
	[Room, or the link to join]
	Chair
	[Name]

	Invited
	[Names]


Purpose
[In one or two sentences: what this meeting is for, and what should be settled by the end of it.]
Items
	Time
	Item
	Led by
	Length

	10:00
	Welcome and introductions
	[Chair]
	5 min

	10:05
	Notes and actions from the last meeting
	[Chair]
	10 min

	10:15
	Progress since we last met
	[Name]
	15 min

	10:30
	The decision we need today: [topic]
	[Name]
	20 min

	10:50
	Any other business
	Everyone
	5 min

	10:55
	Actions and the date of the next meeting
	[Chair]
	5 min


To read before the meeting
· [A paper, a link or a figure everyone should have seen]
· [Another]
