
Bus iness meet ing  agenda  t empla te

D a t e T i m e

L o c a t i o n A t t e n d e e s

1 . Ca l l  t o  O r d er  an d  W e l co m e 2 .  A p p r o v a l  o f  M i n u t e s

3 .  R e p o r t s 4 .  O l d  B u s i n e s s

•Greeting and introduction of attendees

•Approval of the agenda

•Approval of the minutes from the previous meeting

•Matters arising from the minutes

•CEO/President Report

•Financial Report

•Sales and Marketing Report

•Discussion on any pending matters carried forward 
from previous meetings

•Decisions to be made on any old business

5 .  N e w  B u s i n e s s 6 .  A c t i o n  I t e m s

•Discussion on any new matters

•Decisions to be made on new business

•Listing of agreed upon next steps and responsibilities

•Setting timelines for action items

7 .  A n y  O t h e r  B u s i n e s s 8 .  A d j o u r n m e n t

•Discussion on any matter that was not included in 
the previous items

•Decisions to be taken on any other business

•Closing remarks

•Setting the date, time and place for next meeting

•Conclusion of meeting.


