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Agenda
Meeting Title

Objectives
· Specific and obtainable objectives for the meeting

· 2

· 3

Attendees

Name, Title;  Name Title;  Name, Title;  Name, Title (Meeting Owner)

Details

Day, date, time, location, etc.

Conference call / web meeting details (if applicable)

Agenda

Review objectives, team member roles, ground rules



5 – 10 mins

Item 1









X mins
Item 2









X mins
Item 3









X mins
Update Action Items – assign owners and due dates



15 mins

Key Inputs

· Key documents, data, presentations, other materials required

· Action Item List  – to be updated at the end of the meeting
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