QIC Meeting Agenda Template

Agenda
Meeting Title
Date / Time (Start-End):
Location:
Facilitator:
Invitees:

Meeting Purpose:

Time

Agenda ltem

Lead

Welcome & Check-in

Status update on outstanding action items

Task:

Deliverable:

Task:

Deliverable:

Task:

Deliverable

New action items and next steps including to whom assigned and date due

Check-out

Adjourn

Next Meeting:
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