Meeting Email Template

	Meeting Title
	 

	I = Invitees
	

	
Who to invite:
	· List who is invited

· List who must attend vs. who is invited

· An example may be:

· All team members who have an ongoing project

· All team members who must hear the status of others’ projects

	
Who not to invite
	· Managers who are in greater seniority to the Team Leader

· Team members whose projects have not changed significantly since the last meeting and who do not t hear updated information on other team members projects

	O = Objective
	· Define the meetings objective and needed outcomes. 

	W= Work in Advance Responsibilities
	· Facilitator: Send Agenda 24 hours in advance

· Participant: Read and be prepared to discuss your agenda item 

	A= Agenda Type
	· Prepare a timed agenda with items list and outcome desired for each item (see Project Update Meeting Template)


Cut and past the table below into an Email. This template has been formatted in a Word Document so that you can adapt it to your personal needs. 
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