Simple Meeting Template
[Team Name] - Meeting Title
January 1, 2024
10:00am – 11:00am
	Meeting Purpose:
Move this project forward! 
	

	
	



	10:00 – 10:20
	Add your agenda items here
· Write the main discussion points here!
	All Members

	10:20– 10:40
	Agenda item 2

	All Members

	10:40 – 11:00
	Agenda item 3

	Team Lead



