Meeting Agenda

Date: Feb 24, 2024 Time: 09:00 am Location: HR Room

1. Opening Remarks

« Time: The scheduled time for this section.

« Led by: The person responsible for initiating the meeting, typically the meeting

organizer or chair.

« Details: A brief introduction to the meeting, including welcoming participants and

outlining the main objectives.
2. Discussion Topics
« Topic1
+ Topic 2
« Topic 3
3. Action Iltems

« Time: Time reserved for summarizing the decisions made and assigning tasks or
follow-up actions.

» Led by: The meeting leader or a designated organizer.

» Details: Specific tasks assigned to individuals or teams, including deadlines and
expectations.

4. Closing Remarks

« Time: The concluding segment of the meeting.
» Led by: Typically the meeting's leader or organizer.

« Details: A brief wrap-up of the meeting, highlighting any final points and confirming
the date and time for the next meeting.

Notes and Announcement



