Project Update Meeting Agenda
Use this template as a starting point to create a standardized agenda for Project Update Meeting
This is formatted as a Word document so that you can adapt it to your personal use.

	Meeting Facilitator:
	
	Meeting Name:
	


	Item
	Owner
	Purpose of Discussion
	Outcome / Nest Steps
	Time

	
	
	
	
	

	Project B Update
	Bruce
	Approval of color change  1
	
	9:00 – 915 2

	Project A Update
	Shawn
	Approve budget
	
	9:15- 9:25

	Project C Update
	Mike
	Status Update
	
	9:25 -9:35

	Project D Update
	Molly
	Status Update 
	
	9:35 -9:45

	Review of Action Items 3
	Facilitator
	
	
	9:45-9:55 

	Items to be carried over to next meeting 4
	
	
	
	9:55-10:00 

	END MEETING
	
	
	
	10 :00


1 Order items with most difficult or lengthy first
2 List start and end time to help stay on track. The end time helps identify exactly how much time over the allotted time a particular item is.   If there are more people, reduce the per item time and / or increase the length of the meeting
3 It is the facilitator’s job to track and recap all action items.  

4 It is the facilitator’s job to track which items need to be carried over to next meeting.  

A productivity tool   provided courtesy of Shawn Kershaw, Inc. 

This form is in a Word format so that you can change it to your own personal use.

If you make changes to this form which you think would benefit others, please Email me a template of that change. 

www.ShawnKershaw.com                                215-822-7992                                Shawn@ShawnKershaw.com
