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Project X Agenda 

Date of the Meeting
	Tasks
	Due Date
	Due Date
	Due Date
	Project Drop Dead

Date

	Task 1
	Part A
	Part B
	Part C
	

	Task 2
	Part A
	Part B
	Part C
	

	Task 3
	Part C
	Part C
	Part C
	date


Action Items From The Previous Meeting

1. Per our meeting on [date], Brian will…..
2. Mary will be …… with the plan of having this done by [date].  We need this done by this date because….
3. Lisa will follow up with Art on….(Due 4/25), so that we’ll be able to….
Today’s Discussion

1. Status of…

2. Problems with…

3. Progress regarding…

4. What do we think about…..?

5. How are we going to handle….?

Effective Meetings:

· Prior to a meeting send out an agenda 1 or 2 days in advance to remind people of what they committed to doing in the last meeting.

· Always have essential due dates front and center in the agenda

· Review the action items from the previous meeting

· Someone should take notes to make sure that the next agenda includes:

· A brief description of what new tasks need to be done before the next meeting

· The exact date when each task must be completed (add it to the Key Dates if necessary)

· Exactly who has agreed to do each task (someone needs to agree to do each task)

