College of San Mateo’s Institutional Planning Committees 

Meeting Agenda Template
Recommended fonts and size: 12 pt. Century Gothic or Verdana

[Name of Committee]

AGENDA

[Date, Time, and Location]

Committee Membership: List names.
Guests: List names.
· Review of Day’s Agenda 
· Review of [previous] Meeting’s Summary
· Agenda Items [for each agenda item include a brief description, the lead participants, and the expected outcome, such as an update/education, discussion, or decision.]
For example:

· SLO/ Assessment Update: Sherrie Andrews, 

· Status of departmental reports

Note: Some committees find it helpful to indicate time allocated for each item;  others choose to suspend time limits as they review the day’s agenda for urgent or important items.

· Agenda for Next Meeting 
· Date of Next Meeting  
