AGENDA

[type of meeting and/or subject]
[date, start- and end time + location]

	No.
	Time
	Item
	Responsible
	Purpose
	Annex

	1.
	00.00-00.00
	Opening
	Chairperson
	
	

	2.
	
	Announcements and documents received
	
	
	

	3.
	
	Approval of minutes of meeting held [date], as well as action list
	
	
	

	4.
	
	
	
	
	

	5.
	
	
	
	
	

	6.
	
	
	
	
	

	7.
	
	
	
	
	

	8.
	
	
	
	
	

	9.
	
	Any other business
	
	
	

	10.
	
	Adjournment
	Chairperson
	
	


