	
AGENDA
for the [add type of meeting] of [add name company]
of [add here date], at [add here time]
location [click here for adding location]



	Agenda item
	Initiated by
	Purpose
	Attachment
	Time

	1. Opening/Welcome

	
	
	
	00.00 – 00.00 [click here to add time]
	2. Announcements and documents received

	
	
	
	00.00 – 00.00 [click here to add time]
	3. Approval of minutes of meeting held [Click arrow right for adding date last meeting]

	
	
	
	00.00 – 00.00 [click here to add time]
	4.  [Add here for optional agenda item. If necessary delete this row by clicking right mouse, and choose for delete complete row]

	
	
	
	00.00 – 00.00 [click here to add time]
	5. Click here for optinal agenda item. If necessary add extra row by clicking right mouse button, and insert complete row] 
	
	
	
	00.00 – 00.00 [click here to add time]
	6. Any other business

	
	
	
	00.00 – 00.00 [click here to add time]
	7. Adjournment

	
	
	
	00.00 – 00.00 [click here to add time]


