
📄 Team Meeting 
Agenda Template 

Features: 

●​ Meeting title 
●​ Objectives of meeting 
●​ Ensure AI note taker is present 
●​ Review of new action items (with terms and descriptions) 

Template: 

Team Meeting Agenda 

Field Details 

Meeting Title  

Date & Time  

Location/Link  

Facilitator  

AI Note Taker Joined? [ ] Yes [ ] No 

Attendees  

Objectives (List main goals here) 

 

Agenda 

Time Topic/Agenda 
Item 

Owner Notes/Decisions   

    



    

 

New Action Items (Terms & Descriptions) 

Term/Item Description Owner Due Date 

    

    

 

Next Steps & Reminders 

1) 

2) 

3) 

 
 
 
 

 

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

 

https://hiaurora.ai/

	📄 Team Meeting Agenda Template 

