TechNICAL Center Project Management
Meeting Agenda Template

Appendix 4

Meeting Agenda

Date:

Time:

Location:

ATTENDEES:

1. Approval of Minutes

2. Action Item Review

3. Program Status

4. Project Status –

Individual project status briefing – will be listed

5. Administrative Issues

SMT Information

Agency Information

Internal Organizational (e.g. TSI, Test, …Information

Others (list)

6. Other Discussion Items

(List items)

7. Assignment of Action Items

Recap action items assignments
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