
Inaugural Meeting Agenda 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location] 

Agenda 

1. Welcome and Introductions 

2. Purpose of the Cross-Functional Team 

3. Overview of Roles and Responsibilities 

4. Discussion of Key Objectives 

5. Setting Expectations and Communication Guidelines 

6. Next Steps and Action Items 

7. Open Floor for Questions and Comments 

8. Closing Remarks 

Attendees 

• [Name 1, Title] 

• [Name 2, Title] 

• [Name 3, Title] 

• [Name 4, Title] 

• [Name 5, Title] 

We look forward to your contributions to make this team successful. 

Best regards, 

[Your Name] 

[Your Position] 


