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MEETING NUMBER <n>, <DD-MM-YYYY, Time>

Instructions: The following is a sample agenda and can be copied for use on the project. Update or delete blue text as appropriate.

Chair: <Chairperson>, <Title>.
Minutes of previous meeting
Status on Action Items
Project Manager’s Status Report No <n>
Overall Project Status
Schedule/Milestones
Deliverables
Completion Status (Percentage Complete)
Financial Status
Staffing
Scope Control
Project Change Requests
Decision Requests
<First Subject For Discussion> A short summary of the subject (a few lines) and a reference to any supporting documents.
Recommendation: The action being recommended to the Steering Committee by the Project Manager or Project Team. 
<Second Subject For Discussion> A short summary of the subject (a few lines) and a reference to any supporting documents.
Recommendation: The action being recommended to the Steering Committee by the Project Manager or Project Team
<Consultant> Report No <n> This is included where a consultant or third party contractor has been engaged.
Management Actions
Other Business 
Next Meeting: 
1
image1.png




