
PROJECT MEETING: STATUS TEMPLATE 1 

 

Project Meeting: Status Template  
Agenda 

Meeting /Team Name: _____________________________________________ Date: ________________  

Location: _________________________________________ Time: ______________________________ 

Meeting Lead/s ________________________________________________________________________ 

Attendees 

Members Present Members Absent 
 
 
 
 
 
 

 

Guest Presenter/s: 
 

 

Discussion  

Action Items Status /Assignment Desired Outcome Date Due 
 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 

Next actions: 
________________________________________________________________________________________ 

________________________________________________________________________________________ 

 

Next Meeting Date: ________________________________________________________________________ 


