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	Agency: XYZ
	Date: 

	Office or Bureau: 
	Project Manager: Project Manager

	Project Name: Sample Project
	Project Sponsor: Sample Sponsor




1. Discuss the review of Future Office Space 

2. Discuss possible early work


3. Discuss Risks
	ID
	Description
	Date Opened
	Probability
	Impact
	Score
	Risk
Owner
	Response 
	Notes

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	




4. Discuss Open Action Items
	ID
	Description
	Assigned To
	Date Opened
	Due Date
	Date Closed
	Status

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




5. Discuss Open Issues
	ID
	Description
	Assigned To
	Date Opened
	Due Date
	Date Closed
	Status

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




6. Miscellaneous
a. 
b. 

7. Next Steps
a. 
b. 
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