
📄 Staff Meeting 
Agenda Template 

Features: 

●​ Last month’s achievements 
●​ Finished/closed action items 

Template: 

Staff Meeting Agenda 

Field Details 

Date  

Time  

Location/Link  

Attendees  

AI Note Taker Joined? [ ] Yes [ ] No 

 

Agenda 

1.​ Welcome & Announcements​
 

○​ Company news 
○​ Upcoming events 

 

2.​ Last Month’s Achievements​
 

○​ (List highlights) 



 

3.​ Finished/Closed Action Items​
 

○​ (Summarize completed tasks/projects) 

 

4.​ Training / Housekeeping​
 

○​ Brief training or update 

 

5.​ Administrative/Policy Review​
 

○​ Policy changes 
○​ Procedure reminders 

 

6.​ Staff Feedback & Q&A​
 

○​ Open floor 

 

7.​ Action Items & Next Steps​
 

○​ Task – Owner – Deadline 

 

 
 
 
 

 

To create an AI meeting deck, contact us at: https://hiaurora.ai/ 
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