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COMPANY NAME

 Status Meeting Agenda/Minutes

	Item #
	Action:
	Assigned to
	Date Due
	Status

	1. 
	$Detail the action$
	$Assignee$
	$Date Due$
	$New, In Progress, Closed$


	$time allotted$
	Risk Management Action Plan:


The Risk Management Action Plan is reviewed in the meeting on a periodic basis to determine if it is being followed and whether it needs to be modified.  If it is determined that the Plan requires a change, it is noted here and transferred to the Plan.  If no changes are required since the last review, it is noted here as ‘No change’.  If the changes are serious, actions must be escalated to senior management.

If more than one project is addressed at the Status Meeting, rotate review of the Risk Plans.

For the meetings where it is discussed, include the Risk Management Action Plan in Status Meeting Attachments and include it as a file in the e-mail.

	$time allotted$
	Requirements Management:


Status of changes to project requirements since the last report is reviewed.  

SRs (Service Requests) are changes based on service requests or new requests such as enhancements.  PRs (Problem Reports) are changes based on defects with existing requirements.

Activities include:  
· Date requirements requests/problem reports totals were compiled.

· Number of requests for new, or changes to, requirements or problem reports made to the scope during this period.

· Number of requests for new or changes to requirements or problem reports removed (cancelled, closed) during this period, classified by reason for removal.

· Number and status of the current active requirements or problem reports.

The tables below can be replaced with reports from Requirements Management software system if the same information is conveyed.

	Date
	Added
	Removed
	Active SR Status

	
	
	Rejected/Cancelled
	Closed
	Unassigned
	Impact Assessment
	Awaiting Approval
	Approved (future work)
	In Progress
	Total Active

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


	Date
	Added
	Removed
	Active PR Status

	
	
	Rejected/Cancelled
	Closed
	Unassigned
	Impact Assessment
	Awaiting Approval
	Approved (future work)
	In Progress
	Total Active

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


For the meetings at which this is reported, note the full report on New and Removed SRs and PRs in Status Meeting Attachments and include it as a file in the e-mail.
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