Project Meeting Agenda
Status, risks, decisions, and next steps
	Project
	

	Meeting date
	

	Chair
	

	Attendees
	

	Current milestone
	



	Agenda item
	Lead
	Minutes
	Decision or action

	Progress update
	
	
	

	Schedule
	
	
	

	Budget
	
	
	

	Project risks
	
	
	

	Decisions
	
	
	

	Next steps
	
	
	


How to use: Share this agenda before the meeting and assign an owner and due date to every action.




