Sample First Meeting Agenda

Outcomes

Témn comJafetz'cn cf this meeting, the group will Kave:
> ffent?f?ecf individual and team responsibilities ﬁr the project
> ;ereez[ upon the desired outcomes of the project.
>  Understood and adopted the action steps to complete the

preoject, and reﬁnec[ the project timeline.

> ZLstablisked team communication practices and a process ﬁr
Jﬁarinj informatz’on.

> ffent?f?ecf immediate next steps and reJJaong’[z'fz'tz'eJ.

Agenda

I Introeductions and review team roles and reJJaong'[ifz'tieJ
Jj cggview Jaroject outcomes
fﬂ&ﬁew project action steps, timeline, and reJJaong'ﬁz'/itz’eJ
W:ﬁeﬁne Joroject management Jaractz'ce.f

1. Jeam communications

2. Jeam meeting schedule

3. Deocument J/farinj
P Noxt steps and responsibilities
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