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NOTES:
Meeting agendas are used to outline what you need to speak about during your meetings. All of your meetings are contractual, so that means these meeting agendas are part of the contract documents and can prove the work you have done on a project if problems arise.
Please use this example and template at your own risk.
 
HOW TO USE THIS TEMPLATE:
You would use this template to prepare before each meeting you have with your client, the builder or anyone associated with a project.
It is important to send the meeting agenda to all the attendees before the meeting so that they can prepare. You might also want to print the meeting agenda for everyone and distribute before the meeting starts.
Notes in red are for your purposes only, do not print or share this information with your clients (simply remove it when you save a copy to send).












	Interior Design Project Meeting Agenda
Meeting Aim: 





	PROJECT:
	xxx 

	ATTENDEES:
	xxx

	APOLOGIES:  
	xxx

	DISTRIBUTION:
	xxx

	ISSUE DATE:
	xxx


	Item
	Description
	Time

	1
	Introductions
	

	2
	Main Meeting Focus
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




