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	Agency: 
	Date: 

	Office or Bureau: 
	Project Manager: 

	Project Name: 
	Project Sponsor:




	AGENDA



	Welcome &Introductions 



	Meeting Purpose



	Project Overview 

	[State Business Opportunity]

	[State the Project Description & Scope]

	[State the Desire Project Outcomes/Benefits]




	Project Organization

	[State the Team Roles and Responsibilities]

	[Provide Contact information for the project members]




	Project Deliverables and Timeframes

	Deliverable
	Date

	1. 
	

	2. 
	




	Project Management Process

	[Describe the Planning Process]

	[Describe the Executing Process]

	[Describe the Monitor & Controlling Process]

	[Describe the Close Out Process]




	Question & Answers




	Closeout the meeting
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