
Procurement Meeting Agenda 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location] 

Attendees: [List Attendees] 

Agenda Items: 

1. Welcome and Introductions 

2. Review of Previous Meeting Minutes 

3. Update on Current Procurement Status 

4. Discussion on Upcoming Procurement Projects 

5. Budget Review and Allocation 

6. Vendor Assessment and Selection Criteria 

7. Open Floor for Questions and Concerns 

8. Schedule Next Meeting 

We look forward to your participation. 

Best regards, 

[Your Name] 

[Your Position] 


