<Insert Project Name>
Status Meeting Agenda

<This is a standard agenda to be used at a weekly team status meeting.>
<Tips:

· Keep status meetings as short and focused on answering the priority questions listed below

· Use the same standard agenda each week

· Team members should come to the meeting prepared to answer these questions>
	Item
	Time

	Confirm minutes of previous meeting
	5 minutes

	What was delivered last week?
	5-10 minutes

	What should have been delivered last week but wasn’t?
	5-10 minutes

	What is the impact on future work?
	10-20 minutes

	What do we have to deliver this week?
	2-5 minutes

	What problems do we foresee this week?
	5-10 minutes

	How do we fix those problems?
	10-20 minutes

	What else needs work that will affect project success?
	5-10 minutes

	Recognize team efforts and successes
	As needed
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