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Note: Send or post this agenda at least 24 hours before the meeting.
DATE – PROJECT NAME Meeting Agenda
Hello team,
Please see the information for our next meeting below:

Agenda Topics
(Time block discussion items to keep the meeting on track)
	Topic
	Time Allocation

	1.  Example: Discuss who will be contacting the vendors 
	15 min

	2.
	

	3.
	

	4.
	



Discussion Notes
· 
· 
· 
· 

Action Items to Review 
(Status updates on previously assigned tasks)

· Task
· Owner
· Due
· Task
· Owner
· Due
· Task
· Owner
· Due



POST MEETING UPDATES
(Complete and share these updates after the meeting)

Key Decisions / Summary 
(High-level recap of decisions and outcomes - Filled out after the meeting and shared with the team)
· 
· 
· 

New Action Items  
 (Update your Project Tracker document with these items)

· Task
· Owner
· Due
· Task
· Owner
· Due
· Task
· Owner
· Due


Attendees 
(Filled out after the meeting)
· Name
· Name
· Name
· Name
· Name
· Name
· Name
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