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MEETING AGENDA/NOTES



	Project Name
	Project ID 
	Project Manager

	
	
	

	Business Process Owner 
	Project Sponsor
	Project Executive Sponsor

	
	
	



MEETING DESCRIPTION
	Meeting Name

	

	Purpose

	

	Date
	Time
	Location

	[bookmark: Text7]
	
	



	Meeting Dial-In Information 

	



MEETING PARTICIPANTS
	Facilitator
	Recorder

	
	

	Invitees/Attendees
	[bookmark: _GoBack]Virtual Attendees
	Absent

	· 
	· 
	· 


OLD BUSINESS
	ID #
	Agenda Item
	Presenter/Facilitator

	1.
	
	

	General Information
	· 

	Key Actions Assigned and Key Decisions Made
	· 



	ID #
	Agenda Item
	Presenter/Facilitator

	2.
	
	

	General Information
	· 

	Key Actions Assigned and Key Decisions Made
	· 



	ID #
	Agenda Item
	Presenter/Facilitator

	3.
	
	

	General Information
	· 

	Key Actions Assigned and Key Decisions Made
	· 



NEW BUSINESS
	ID #
	Agenda Item
	Presenter/Facilitator

	1.
	
	

	General Information
	· 

	Key Actions Assigned and Key Decisions Made
	· 



	ID #
	Agenda Item
	Presenter/Facilitator

	2.
	
	

	General Information
	· 

	Key Actions Assigned and Key Decisions Made
	· 



	ID #
	Agenda Item
	Presenter/Facilitator

	3.
	
	

	General Information
	· 

	Key Actions Assigned and Key Decisions Made
	· 



	ID #
	Agenda Item
	Presenter/Facilitator

	4.
	
	

	General Information
	· 

	Key Actions Assigned and Key Decisions Made
	· 



	ID #
	Agenda Item
	Presenter/Facilitator

	5.
	
	

	General Information
	· 

	Key Actions Assigned and Key Decisions Made
	· 



	ID #
	Agenda Item
	Presenter/Facilitator

	6.
	
	

	General Information
	· 

	Key Actions Assigned and Key Decisions Made
	· 



ISSUES/RISKS/PARKING LOT IEMS
	Issues Identified
	Raised By
	Date To Address Issue
	Priority

	
	
	
	

	
	
	
	

	Risks Identified
	Raised By
	Date To Be Addressed
	Impact & Probability

	
	
	
	

	
	
	
	

	Parking Lot Items
	Raised By
	Date To Be Revisited

	
	
	

	
	
	



NEW ACTION ITEMS
	Item
	Responsibility
	Date Due

	· 
	
	

	· 
	
	

	· 
	
	

	· 
	
	

	· 
	
	

	· 
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