Sample Agenda – first meeting

Meeting of:

[insert group name]
To be held at: 

insert meeting venue / address]
Date: 


[insert meeting date]
From: 


insert meeting start and finish times]

· Welcome


· Approval of agenda

· Introductions / Getting to know each other

· What are the key issues? (break into groups of 4 or 5)
Break for refreshments
· Next steps / actions
· Other business
· Next meeting

