Project Status Meeting Agenda

Project: [Enter Project Name]

	Owner of meeting
	[enter name of person who administers this document]

	Date of meeting
	[enter date meeting is held]

	Place of meeting
	[enter meeting place]

	Invitees
	[Enter names of meeting invitees ]



Agenda - Project Status Meeting

1. Project Manager’s update 
· Updates from management or Steering Committee, etc.
2. Discussion of action list 
· Review actions items from previous meeting
3. Task leader updates 
· Feedback on cost, time, and quality for deliverables
4. Discussion of issue log 
· Review of open issues
5. Discussion of risk log 
· New risks and obstacles?
6. Project progress or schedule adjustments 
· Looking back (Where have we been)
· Looking forward (Where are we going)
7. [bookmark: _GoBack]AOB
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