Preparing for a meeting [project logo or short title]

	[image: A calendar and a clock.]    

	Date and time of meeting:
[include time zones for all team members]




	[image: A group of people.]    
	Who is invited:





	[image: A meeting agenda with a bullseye symbol. ]     

	Goal for the meeting:
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Fill in this table to plan what you want to say at the meeting. You can have this document with you during the meeting as a reminder. 

	Slide number
 [image: A numbered list.]
	Topic

[image: A talking bubble with a star in it.]
	What I want to say

[image: One person talking. ]
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