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Meeting Plan Template
Meeting Date___________________

Use this form to structure meetings, guide discussion and actions, and to document activity that occurs between meetings. 

	1. Agenda Preparation. Before your meeting, note topics you want to discuss.

	

	

	

	

	

	


	2. Work Update.

	

	

	

	

	

	


	3. Upcoming Work. Discuss projects and challenges ahead.

	

	

	

	

	

	

	


	4. Goals Check. Track several immediate work goals and at least one long-term goal.


	Goals
	Actions (What will you do, who will help?)
	Status

	
	
	Not started/ 

Continuing/ 

Complete


	
	
	

	
	
	

	
	
	


	5. Set Next Meeting Date.  

	

	

	


	6. Agenda List for Next Meeting.

	

	

	

	

	

	

	


Tired of working with meeting agendas and meeting minutes manually? Status.net is a modern solution to share regular updates and gather insights automatically. 
Status.net allows your team to share meeting summaries, discuss agendas, and send mass notifications, all with scheduled auto reminders. 
Click here to try it now for free.
