

[YOUR LOGO]
Meeting Agenda
[Group Name]
[Meeting Location, Date and Time of Meeting]

I. Call meeting to order
II. Roll call (if any)
III. [bookmark: _GoBack]Welcome and introductions
IV. Approval of last meeting’s minutes
V. [Introduce guest speaker, guest speaker makes presentation, etc.)]
VI. Officers’ reports
VII. Old business (business unfinished at close of last meeting)
a. [List out old business topics]
VIII. New business (motions, announcements, etc.)
a. [List out new business topics]
b. Reports of special committees and/or associate organizations
IX. Adjourn the meeting











Sample agenda provided by the Seattle Department of Neighborhoods. Please remove this statement and add your group’s logo at the top of the page before use. 
Material adapted from the City of College Station Neighborhood Services’ My Neighborhood Manual and Lincoln Urban Development Department’s Neighborhood Association How To’s.
