Meeting Agenda
	Meeting Name
	[Meeting Name]

	Date & Time
	[Date] 10:00–11:00 JST

	Location / URL
	Zoom: [Meeting URL]

	Facilitator
	[Name]

	Attendees
	[Name], [Name], [Name]

	Objective
	Decide on [X] so that everyone starts with a shared understanding of next steps.



Agenda Items
	No.
	Topic
	Owner
	Time
	Type

	1
	
	
	__ min
	Info / Discussion / Decision

	2
	
	
	__ min
	Info / Discussion / Decision

	3
	
	
	__ min
	Info / Discussion / Decision

	4
	
	
	__ min
	Info / Discussion / Decision

	5
	
	
	__ min
	Info / Discussion / Decision

	6
	Q&A & Wrap-up
	
	5 min
	—



Pre-Reading / Preparation
	Task
	Owner
	Due

	
	
	Day before

	
	
	Day before

	
	
	Morning of meeting



Next Steps
	Action
	Owner
	Due

	Share meeting notes on Slack
	
	Within 24h after meeting

	
	
	






