	Meeting Agenda Template
	
	Attendees:

	
	
	Attendee 1, Attendee 2, Attendee 3, Attendee 4, Attendee 5

	Purpose: Discuss project progress and next steps
	
	

	Date: Nov 20, 2025
	
	

	Time: 2:00 PM – 3:00 PM
	
	

	
	
	

	Duration
	
	Agenda 1: Welcome & Introductions

	5 min
	
	Brief greeting

	
	
	Overview of meeting objectives

	
	
	

	
	
	

	Duration
	
	Agenda 2: Review Previous Action Items

	10 min
	
	Check progress on last week’s tasks

	
	
	Address any pending issues

	
	
	

	
	
	

	Duration
	
	Agenda 3: Main Discussion Topics

	30 min
	
	Project updates

	
	
	Budget considerations

	
	
	Timeline adjustments

	
	
	

	Duration
	
	Agenda 4: Planning & Next Steps

	15 min
	
	Assign new tasks

	
	
	Set deadlines

	
	
	Confirm next meeting date

	
	
	

	Notes: 

	Ensure all team members have access to updated project files.
Follow up on pending approvals before Friday.
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