[image: image1.png]status





Meeting agenda
	<Project name>
	

	Company name:
	

	Street address:
	

	Date:
	

	Time:
	

	Location:
	<Location>

	Chair:
	<Name>


	Meeting Objectives


	

	

	


	Action Item Review (15-20 minutes)

	<Assignee Name>

1. Action Item 

	<Assignee Name>

1. Action Item 

	<Assignee Name>

1. Action Item 


	Schedule Review (40-45 minutes)

	· Work Completed

· Planned Work for next two weeks


	Risk Management (10-15 min)

	· Risk 1

· Risk 2

· Risk 3


	New Action Items (5-10 minutes)

	

	

	


Tired of working with meeting agendas and meeting minutes manually? Status.net is a modern solution to share regular updates and gather insights automatically. 
Status.net allows your team to share meeting summaries, discuss agendas, and send mass notifications, all with scheduled auto reminders. 
Click here to try it now for free.
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