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Project Meeting Agenda
Project Name:

Project Manager:


Agenda for the meeting scheduled <Day> <Date> <Month><Year> to be held from <Start time> – <End time> in <Room>, <Campus>
1. Attendance: List members  
2. Apologies: List apologies
3. Minutes from the Previous Meeting
4. Matters Arising from the Previous Meeting 
5.  Agenda item 1 – Add item
6. Agenda item 2 – Add item
7. Agenda item 3 – Add item
8. Agenda item 4 – Add item
9. Agenda item 5 – Add item
10. Other Business
Next meeting: scheduled for <Day> <Date> <Month><Year> to be held from <Start time> – <End time> in <Room>, <Campus>

Agenda.doc 
Page: 1 

