PM GROWTH LAB — FREE TEMPLATE
Meeting Agenda Templates
Ready-to-use agendas for the six meetings every project runs.
1. Kickoff Meeting
	Time
	Agenda Item
	Owner

	5 min
	Introductions
	PM

	10 min
	Project goals & success criteria
	Sponsor

	15 min
	Scope, timeline, roles
	PM

	10 min
	Communication plan & cadence
	PM

	10 min
	Q&A / open discussion
	All


2. Sprint Planning
	Time
	Agenda Item
	Owner

	10 min
	Review sprint goal candidate
	PM

	30 min
	Backlog walkthrough & estimation
	Team

	15 min
	Capacity check & commitment
	Team

	5 min
	Confirm final sprint goal
	PM


3. Retrospective
	Time
	Agenda Item
	Owner

	5 min
	Set the stage / check-in
	Facilitator

	15 min
	What went well
	Team

	15 min
	What didn't go well
	Team

	15 min
	Root causes & actions
	Team

	5 min
	Confirm owners & close
	Facilitator


4. Steering Committee
	Time
	Agenda Item
	Owner

	5 min
	Overall status (RAG)
	PM

	10 min
	Key risks & decisions needed
	PM

	10 min
	Budget & timeline review
	PM

	15 min
	Discussion & decisions
	Committee


5. Stakeholder Meeting
	Time
	Agenda Item
	Owner

	5 min
	Purpose of this meeting
	PM

	15 min
	Progress & upcoming milestones
	PM

	15 min
	Feedback & concerns
	Stakeholder

	5 min
	Next steps & owners
	PM


6. Executive Review
	Time
	Agenda Item
	Owner

	5 min
	Executive summary
	PM

	10 min
	Business outcomes & metrics
	PM

	10 min
	Risks requiring executive input
	PM

	10 min
	Discussion & decisions
	Executives
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