Project Name

Project Meeting Agenda 

	Project Meeting Agenda
for <Project Name>

	 
Date and Time:  
(Include time zone)
<Day and Date>

<XX:XX - XX:XX ET>
Location:
<City - Building / Room XXX>



<City - Building / Room XXX>

Call-in Number:         <X-XXX-XXX-XXXX>
ID:                               <XXXXXXX> 
Web Meeting Link: control + click to go to link
Web Meeting URL
Meeting # XXXXXX Code XXXXX
Documentation:  website address to view meeting documentation
Meeting Objectives:

· To <xxxxxx>
· To <xxxxxx>
· To <xxxxxx>


	Topic
	Outcome(s)
	Leader

	1
	Welcome 

· Roll Call

· Review Meeting Objectives

· Review Ground Rules
	· To set the tone of the meeting 
· To get team comfortable with each other and help them know who’s who
	Facilitator

	2
	Discussion Topic or Activity #1
	
	

	3
	Discussion Topic or Activity #2
	
	

	4
	Discussion Topic or Activity #3
	
	

	5
	Wrap Up

· Summarize meeting decisions and achievements in light of the meeting objectives.

· Review Action Items and Assign Owners/Due Dates

· Outline Next Steps

· Ask for process improvements-what worked/didn’t work  (optional)
	· To validate progress made.

· To ensure everyone knows what’s expected when they leave the meeting.


	Facilitator


Instructional Notes:  
This template is intended to be used as a shell that can be populated during the planning process for any project meeting.  For example, the meeting objectives should reflect the goals of the unique meeting.  

Potential Uses:

· To assist in the planning of a project meeting

· To clearly state the objectives of the project meeting

· To provide participants an idea of what will be covered during the meeting

Each meeting discussion topic / activity should have an expected outcome.  The “outcome” should indicate the desired result or purpose of the activity – a decision, an understanding, or a specific project deliverable.

For reoccurring meetings, we suggest that you populate the template for the first meeting and then use your populated version to refine the objectives or discussion points (section II) to represent subsequent meetings.  
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