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	MEETING AGENDA
Decision-ready conversations. Clear owners. Visible next steps.
	EXECUTIVE TEMPLATE
Highlands Forward



	MEETING
	[Enter title]
	DATE / TIME
	[Enter date and time]

	LOCATION / LINK
	[Room or video link]
	FACILITATOR
	[Name]


EXECUTIVE FOCUS
	OBJECTIVE
[What must be decided, aligned, or completed?]
	DECISION OWNER
[Name / role]
	SUCCESS LOOKS LIKE
[Desired outcome by end of meeting]


AGENDA
	TIME
	TOPIC
	OWNER
	DECISION?
	OUTCOME / NOTES

	0:00
	Opening alignment: purpose, context, expected outcome
	[Owner]
	No
	

	0:08
	Priority updates: progress, risks, dependencies
	[Owner]
	As needed
	

	0:23
	Decision topic: options, tradeoffs, recommendation
	[Owner]
	Yes
	

	0:43
	Commitments: owners, dates, communication plan
	[Owner]
	Yes
	


DECISIONS & COMMITMENTS
	
	DECISION / RATIONALE
	APPROVED

	
	

	
	

	
	



	
	ACTION
	OWNER
	DUE
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