[Board or council name] Regular Meeting Agenda
This is a template. Replace the text in square brackets, and keep the heading styles: they let people jump between agenda items with a screen reader. Change the document title in the file’s properties to this meeting’s too.
Date: [Day, Month Date, Year]
Time: [Start time]
Place: [Room, building and street address]
How to take part
· In person: [Room and building]. 
· Online or by phone: [How to watch or join, with the full web address or phone number]. 
· Public comment: [How and when to sign up, and the time limit for each speaker]. 
To ask for an accommodation, or for this agenda in another format, contact [name] at [phone or email] by [date and time].
1. Call to order and roll call
2. Approval of the agenda
3. Approval of minutes
[Name of the meeting and its date], attached as [name of the attachment].
4. Public comment
[Topics the public may speak on, and the time limit.]
5. Consent agenda
1. [Item title]: [one sentence on what is being approved]. 
2. [Item title]: [one sentence on what is being approved]. 
6. [Item title]
[One or two sentences on what the board will consider, and the action requested.]
Attachments: [Name of each attachment, for example the staff report on the item].
7. Reports
1. [Manager or administrator] 
2. [Attorney] 
3. [Board members] 
8. Adjournment
