IT Project Meeting Agenda & Minutes Tracking
	Meeting Summary

	Meeting Title
	Progress Report

	Meeting Date
	

	Purpose
	Weekly tracking of progress

	Track
	

	Next Meeting
	

	Planned Agenda
	Review Agenda, Status, Actions Items, Issues, Round Table Discussion

	Facilitator
	

	Scribe
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	Project

Role
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E=Excused

	Team members
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Vendor
	
	

	
	
	

	
	
	

	
	
	


	Meeting Agenda

	Speaker
	Topic
	Discussion

	All
	Project status
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	Round table
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	Action Item
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