Detailed Meeting Agenda with Time Slots
Meeting: [Title]   ·   Date: [Date]   ·   Start: [00:00]   ·   End: [00:00]   ·   Location: [Room / Link]
	Start
	Duration
	Agenda item
	Purpose
	Presenter
	Desired outcome
	Materials

	[09:00]
	10 min
	Opening and goals
	Inform
	[Name]
	Shared understanding of goals
	Agenda

	[09:10]
	20 min
	[Topic]
	Discuss
	[Name]
	[Outcome]
	[Doc]

	[09:30]
	20 min
	[Topic]
	Decide
	[Name]
	Decision on [ ]
	[Doc]

	[09:50]
	10 min
	Break
	—
	—
	—
	—

	[10:00]
	25 min
	[Topic]
	Brainstorm
	[Name]
	List of options
	[Doc]

	[10:25]
	15 min
	[Topic]
	Inform
	[Name]
	[Outcome]
	[Doc]

	[10:40]
	10 min
	Parking lot review
	Review
	Facilitator
	Items assigned or deferred
	—

	[10:50]
	10 min
	Action items and close
	Agree
	Facilitator
	Owners and dates confirmed
	—



Parking lot: ______________________________________________________________   Ground rules: start on time · phones away · one conversation at a time




