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	Staff Meeting 

Date:                    ________________________
Start/End Time:  ________________________
Location:             ________________________


	Purpose of Meeting:
	

	Note Taker:
	

	Time Keeper:
	

	Attendees:
	

	Unable to Attend:
	

	

	----- AGENDA ---

	AGENDA ITEM
	WHO
	AMOUNT OF TIME

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	

	ACTION ITEMS:

	PERSON RESPONSBILE:
	DEADLINE:

	
	
	

	
	
	

	
	
	

	

	NEXT MEETING WILL BE:



