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 Government of Newfoundland and Labrador

Office of the Chief Information Officer

Solution Delivery: Project Management Office


	Project Management Meeting Agenda 

	Project Name
	
	Project Number
	<< DTC >>

	Date
	<< YYYY-MM-DD >>
	Time
	

	Location
	
	Prepared By
	

	Attendees:
	<< List the individuals who attended the meeting.  Invitees at a minimum should include the Project Sponsor (Chair of the Steering Committee – role may be delegated), the Delivery Manager, and the Project Manager. They are responsible for identifying the remaining Steering Committee representatives that should be in attendance. >>

	Regrets:
	<< List the individuals not present. >>

	Related Documents:
	<< List / attach any related documents. >>


	Agenda Items 

	<< Provided below is a list of agenda topics that should be addressed during a Steering Committee Meeting. Add topics as applicable. If necessary, each topic can be subcategorized by adding bullet points. >>

	1. 
	Introductions

	2. 
	Review of Minutes and Action Items from Last Meeting

· << if necessary, subcategorize within the topic >>

	3. 
	Review Project Status

	4. 
	Review Project Budget

	5. 
	Risks and Issues

	6. 
	Approval of Change / Decision Requests

	7. 
	Communications Update

	8. 
	Implementation / Transition / Handover Update

	9. 
	Next Steps / Keep in Views

	10. 
	<< Insert other topics that may be applicable >>
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