
Project meeting agenda template
Date:                                                           Time:
Location:                                                    Attendees:

1.Call to Order and Welcome

•Greetings and introduction of attendees
•Approval of the agenda

2.Review and Approval of Minutes

•Approval of previous meeting minutes
•Matters arising from the minutes

3.Progress Update

•Presentation of overall project status
•Identification of any potential risks or issues
•Discussion on any delays and how to mitigate 
them

4.Task Review

•Updates on individual tasks and deadlines
•Discussion of challenges or roadblocks in 
individual tasks
•Review of the progress and status of each task

5.Team Review

•Discussion of roles and responsibilities within 
the project team
•Assessment of team performance
•Identification of any training needs for the 
project team

6.Client Communication

•Review of communication with the client
•Discussion of client feedback
•Identification of any areas for 
improvement

7.Budget and Resource Review

•Review of the project budget status and any 
changes
•Review of resource allocation
•Identification of potential upcoming resource 
requirements.

8.Project Timeline

•Review of the project timeline
•Identification of any red flags or potential 
delays
•Discussion of implications and how to keep 
on track

9.Any Other Business

•Discussion of any relevant topic or issue 
that pertains to the project

10.Action Items

•Listing of any agreed next steps and 
responsibilities
•Set timelines for action items

11.Closing Remarks and Adjournment
•Recap of meeting actions and tasks
•Schedule the date, time and venue for the next meeting
•Conclusion of the meeting.


