Meeting Agenda




<<Project Name>>



<<Network Name>>

Template instructions: All text in italics is instructional and will help you to complete the template.  It should be removed from your document.  Text in double angle brackets (<<) should be replaced.
An agenda should be completed by the project manager and sent to attendees at least a day in advance of each meeting.  
It is the project manager’s role to ensure that meetings stay on track and finishes in the allotted time.
<<Project Name>> - Meeting Agenda for <<Date>>
Last Updated: <<DATE, TIME>>
	Facilitator
	Name of facilitator
	Minute keeper
	Name of minute keeper

	Start time
	Scheduled start time
	Finish time
	Scheduled finish time

	Meeting Objective
	A brief description of the main objective of the meeting

Example:

· To review the Project Charter

	Invited attendees:
	Organization 1: Name 1, Name 2, etc.
Organization 2: Name 3, Name 4, etc.


	Item No.
	Agenda Item
	Presenter(s)
	Time

	1. 
	A brief description of each issue to be discussed or task to be completed in the meeting.
Example:

Review and confirm agenda
	Name of presenter
	Scheduled start and finish time

	2. 
	
	
	

	3. 
	
	
	

	4. 
	
	
	

	5. 
	
	
	


Activities attendees need to complete to prepare for meeting:

A brief list of actions that attendees should do before attending the meeting.  The project manager should draw attention to these activities when emailing the agenda and follow up as needed to ensure that activities are completed.
Example

· Review draft of Project Charter

Documents attendees should bring to meeting:

A list of documents needed for the meeting.  Be sure to state which version of the document is being used.  The project manager should bring a few extra copies of each document just in case.
Example

· Skills for Workers - Project Charter v0.4 (Aug 23-10)
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