[meeting title] 
[Time, Date and Location]
Meeting Purpose: Write a brief description of the purpose or goals of the meeting. 

Meeting Facilitator: [Facilitator Name]

Invitees: List the names of people who are invited to the meeting.
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Agenda: 
1. Attendance
2. Review and approve the minutes from the previous meeting. 
3. Open Issues
Open issues are topics discussed in previous meetings that need to be discussed again. List these topics here. Add how much time you would like to spend on each topic. 
a. Open issue #1
b. Open issue #2
c. Open issue #3
4. New Business
These are topics that you would like to discuss for the first time. List these topics here. Add how much time you would like to spend on each topic. 
a. New business #1
b. New business #2
c. New business #3
5. Meeting Close
Thank everyone for coming to the meeting and schedule a follow-up meeting date,
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