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Meeting Agenda
The meeting agenda is the document that defines what will be done at any particular meeting or event and it helps both leaders and participants know what to expect and how to prepare.  
This document is in Microsoft Word format to allow you to add, edit, or remove information/sections to suit your needs.  
· Text surrounded by brackets [ ] needs to be updated to suit your CoP
· Change the Header to include the name or logo of your Community 
[Domain] Community of Practice
Meeting Agenda
	1.1 [Meeting Title / Purpose]

	1.1.1 

	1.2 Logistics

	Date: 
	[   ]
	Time:
	[   ]

	Location: 
	[   ]
	Conference Details:
	[   ]

	Meeting Materials Required

	· [   ]
· [   ]
· [   ]


	Participants

	Facilitator: 
	[   ]
	Note taker:
	[   ]

	Moderator:
	[   ]
	Other:
	[   ]

	Invitees:
	[   ]

	Objectives:
	· [   ]
· [   ]
· [   ]


	Agenda Topics
	Time
	Lead

	[   ]
	[   ]
	[   ]

	[   ]
	[   ]
	[   ]

	[   ]
	[   ]
	[   ]

	[   ]
	[   ]
	[   ]

	[   ]
	[   ]
	[   ]

	[   ]
	[   ]
	[   ]
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