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Team Meeting - Agenda

Place and date: 

	Project Title:


Participants List:
	Name:
	Role:
	Present/Absent:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Agenda:

	Current status:

· Urgent topics,
· Review project status report,
Open issues and problems:

· Focus on exceptions (items which need special attention),

· Agree on topics which will be taken separately in one-on-one meetings,

Upcoming tasks and risks:

· Which deliverables will be met before the next team meeting?

· Risks evaluation and status of risk mitigating actions,

Wrap up and listing of open actions. 
· Key issues left open
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