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F R E E  T E M P L AT E

The One-Page Meeting Agenda
A simple template to run focused meetings that respect everyone's time. Fill it in
beforehand, share it, and stick to it.

Meeting Date and time

Owner Attendees

Goal of this meeting (one sentence, why we are here)

Agenda

Topic Owner Time

Action items

Who What By when

Rhetoric First · rhetoricfirst.com · support@rhetoricfirst.com


	The One-Page Meeting Agenda
	Agenda
	Action items


