
TEAM MEETING AGENDA
Location: Room 914 B

Date: January 9, 20XX

Time: 2:15 PM

AGENDA DETAILS

I. INTRODUCTIONS

a. Sarah will read the minutes from last month’s meeting

b. John will take attendance

II. DISCUSSION OF CURRENT PROJECTS

a. Project details

b. Updates

c. New Ideas for current project

III. OLD BUSINESS

a. Successes

b. Changes to be made for next project

IV. Q&A

V. CONCLUSION

a. Next meeting will be held on February 6, 20XX



PROJECT KICKOFF MEETING AGENDA
Location: Room 914 B

Date: January 9, 20XX

Time: 2:15 PM

AGENDA DETAILS

VI. INTRODUCTIONS

a. Welcome

b. John will take attendance

VII. OVERVIEW OF THE PROJECT

a. Project details

b. Discussion of the project goals

c. New Ideas for current project

VIII. IDENTIFICATION OF THE PROJECT TEAM

a. Introduce the team

b. Development of a project plan

c. Assign roles/ tasks

d. Due dates

IX. Q&A

X. CONCLUSION

a. Next meeting will be held on February 6, 20XX
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CLIENT MEETING AGENDA
Location: Room 914 B

Date: January 9, 20XX

Time: 2:15 PM

AGENDA DETAILS

XI. INTRODUCTIONS

a. Give them your pitch

b. Provide your business card

XII. REVIEW OF THE CLIENT'S NEEDS

a. Take down their information

b. Ask additional questions

XIII. DISCUSSION OF THE PROJECT SCOPE

a. Do they qualify?

b. Yes; How it works

c. No; Referral
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XIV.Q&A

XV. CONCLUSION

a. Someone will reach out

b. Thank you for your time

c.
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BOARD MEETING AGENDA
Location: Room 914 B

Date: January 9, 20XX

Time: 2:15 PM

AGENDA DETAILS

XVI. INTRODUCTIONS
a. Sarah will read the minutes from last month’s meeting

b. John will take attendance

XVII. DISCUSSION OF CURRENT PROJECTS

a. Project details

b. Updates

c. New Ideas for current project

XVIII.DISCUSSION OF THE FINANCIAL STATEMENTS

a. Compare from previous statements

XIX.Q&A

XX. CONCLUSION

a. Next meeting will be held on February 6, 20XX
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These are just a few sample agendas. The specific agenda for your meeting will depend on the
purpose of the meeting and the people who will be attending. It is important to tailor the
agenda to the specific needs of your group.

Here are some tips for creating an effective agenda:

● Keep the agenda short and to the point.

● Prioritize the items on the agenda.

● Allow enough time for each item on the agenda.

● Be flexible and willing to adjust the agenda as needed.

● Send the agenda out to participants in advance so they can come prepared.

By following these tips, you can create an agenda that will help you to have a productive and
efficient meeting.
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