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Project name:   Project number:   

Attendees:   Meeting Date:   

Recorded By:   Next meeting:   
 
Agenda items 
 

                             Comments 
(Record discussion points, decisions and assignments, approvals) 

Review purpose 
 
 
Status of Project: 
 
 
 
Progress since last time  
 
 
         
   
Action items 
 
 
 
Current status 
 
 
 
 
 
Other data 
 
 
New action items 
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