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Project: Name:		                                                      Project Phase: Initiation/Planning/Execution/Closure
Project ID#                                                                                                                                                          Project timeline: June 2024 – February 2025
Project Manager:                                                                                                                                             



	Meeting Date:
	
	Location:
	 Zoom


 
	Purpose/Goal of Meeting

	To discuss various issues, evaluate the current project status, and pinpoint critical action items requiring immediate attention. To ensure smooth progression, we outlined clear next steps to address these concerns and keep the project on track.


  
	Meeting Agenda

	1. 

	2. 

	3. 



	Key Decisions
	Decision Maker
	Owner

	
	
	

	
	
	


 
	Action Item ID
	Action Item
	Assigned
	Due Date
	Status/Update

	1.
	
	
	
	

	2.
	
	
	
	



	Meeting Notes

	Meeting
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