
Meeting Agreement Points 

Date: [Insert Date] 

Participants: [List Names] 

Agreements Reached 

• Point 1: [Description of agreement] 

• Point 2: [Description of agreement] 

• Point 3: [Description of agreement] 

• Point 4: [Description of agreement] 

Next Steps 

1. Action Item 1: [Description of action and responsible person] 

2. Action Item 2: [Description of action and responsible person] 

3. Action Item 3: [Description of action and responsible person] 

Next Meeting 

Date: [Insert Next Meeting Date] 

Location: [Insert Location] 


