	Project Team Meeting Agenda

	Project Name:
	

	Meeting Date:
	

	Facilitator:
	

	Invited:
	

	Attendees:
	


	Agenda

	Agenda Item
	Time

	Review the project plan
	

	Discuss what’s coming up before the next review
	

	Review and discuss open problems, changes and action items
	

	Discuss any new problems, changes and/or concerns
	

	Upcoming meetings
	

	Upcoming absences
	

	Q&A
	


	Decisions

	Decision Made
	Impact
	Action Required

	
	
	

	
	
	

	
	
	

	
	
	


	New Problems/Changes

	Problem/Change
	Assigned To
	Date Due

	
	
	

	
	
	

	
	
	

	
	
	


	Action Items for Follow-up

	Action Item
	Assigned To
	Date Due

	
	
	

	
	
	

	
	
	

	
	
	


