
MEETING 
PLANNER

Material & Preparation Needed 
Person(s) 
Responsible

Meeting Title Location Day/ Date

Agenda Items Presenter
1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

Scheduled Start / End Times Actual Start / End Times Next Meeting Day / Time

Attendance
 



Delegated Tasks
Person(s) 
Responsible

Notes


	meeting_title: Booking Office Weekly Meeting
	location: 17 Holland
	date: 
	prep1: notes from previous meeting
	prep2: booking calendar
	prep3: promo tracking book
	prep4: web calendar printed 
	prep5: 
	initials1: everyone
	initials2: Dana
	initials3: interns
	initials4: interns
	initials5: 
	presenter1: 
	agenda1: review last week's delegated tasks
	agenda2: scrutinize web calendar print outs 
	presenter2: 
	agenda3: 
	presenter3: 
	agenda4: 
	presenter4: 
	agenda5: 
	presenter5: 
	agenda6: 
	presenter6: 
	agenda7: 
	presenter7: 
	agenda8: 
	presenter8: 
	agenda9: 
	presenter9: 
	agenda10: 
	presenter10: 
	agenda11: 
	presenter11: 
	agenda12: 
	presenter12: 
	agenda13: 
	presenter13: 
	agenda14: 
	presenter14: 
	agenda15: 
	presenter15: 
	agenda16: 
	agenda17: 
	agenda18: review this week's delegated tasks
	presenter16: 
	presenter17: 
	presenter18: 
	time_end_sched: 
	time_start_sched: 
	time_start_actual: 
	time_start_next: 
	time_end_actual: 
	time_end_next: 


