
Meeting Agenda Memo Template

[Your Company/Department Logo or Letterhead]

[Date]

MEMO

To: [Meeting Attendees]

From: [Your Name/Position]

Subject: Meeting Agenda for [Meeting Date]

Dear [Meeting Attendees],

I would like to bring to your attention the agenda for our upcoming meeting scheduled
for [Meeting Date]. Your attendance and participation are highly appreciated.

Date: [Meeting Date]
Time: [Meeting Time]

Location: [Meeting Location or Virtual Meeting Link]

Agenda:

 Opening and Welcome
● Introductions, if necessary
● Purpose of the meeting

 Review of Previous Meeting Minutes
● Discuss any action items from the previous meeting
● Vote on approval of minutes, if applicable

 [Main Agenda Item 1]
● [Subtopic 1]
● [Subtopic 2]
● [Subtopic 3]



 [Main Agenda Item 2]
● [Subtopic 1]
● [Subtopic 2]
● [Subtopic 3]

 [Main Agenda Item 3]
● [Subtopic 1]
● [Subtopic 2]
● [Subtopic 3]

 Any Other Business (AOB)
● Any additional items not previously mentioned
● Open floor for discussion or questions

 Next Steps and Action Items
● Assign tasks/responsibilities
● Set deadlines for completion
● Clarify expectations

 Closing Remarks
● Thank attendees for their participation
● Confirm date, time, and location of next meeting, if applicable

Please come prepared to discuss the agenda items outlined above. If you have any
additional items you would like to include in the agenda, please inform me at least
[specify time frame, e.g., 48 hours] prior to the meeting.

If you are unable to attend, please inform me as soon as possible.

Thank you for your attention to this matter. I look forward to our productive meeting.

Best regards,

[Your Name]
[Your Position/Department]

[Your Contact Information]

[Optional: Attach any relevant documents or materials to the memo if needed]


