MEETING AGENDA
Ref: ___/___/ MTA/ ___

 


Project: 

<Project Name>
Client:  


<Company Long Name>
Meeting Name:

<Meeting Name>
Date: 


<Meeting Date>
Meeting Attendees:
<Meeting Attendees>
Location:

<Location>
Room:  


<Room>
There will be a meeting at <Time> to discuss <Meeting Topic>.

The meeting is scheduled to last <Length of Meeting>.

The agenda is as follows:

1. 

2. 

3. 

4. 

5. 

<Chairperson> will chair the meeting.

If you cannot attend, please contact <Contact Name>  by <Respond by Date/Time>.

Follow-up meetings will be scheduled at this meeting.  Time, place, and duration of future meetings will be communicated to all team members using this form.

Client Project Manager




Project Manager

___________________________________


_____________________________________
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