
	Friends of _____ Meeting Agenda



	Location:
	[bookmark: _heading=h.gjdgxs][Address or Room Number 
*Planning Tip*Remember to hold your meeting in a publically accessible space. Consider an online option for Covid-19 safety and for those who cannot attend in person.]

	Date:
	[Meeting Date
*Planning Tip* Remember to advertise your meeting publically at least two weeks in advance.]

	Time:
	[Meeting Time
*Planning Tip* Pick a meeting time that works for people who are working and/or have children.]


Agenda:
I. Welcome & Introductions
· Welcome all members
· Introduce any new members and guests
II. Officer Reports
· Secretary’s Report - Review and approval of last meeting’s minutes (*Planning Tip* bring a paper copy for everyone)
· Treasurer’s Report - Review and approval Treasurer’s Report, if applicable (*Planning Tip* bring a paper copy for everyone)
III. New Business
· Topic that has not previously been discussed 
· Topic that has not previously been discussed 
IV. Unfinished Business
· Follow up on a previously discussed topic
· Follow up on a previously discussed topic 
V. Close (*Planning Tip* show respect and consistency by ending at the agreed upon time)

	Reminder: Important Dates
· Next meeting date, time, location
· Upcoming event date 
· Upcoming event date
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