Project status meeting notes
Project: 
Date: 
Attendees: 
Absent: 
Overall status: Green / Amber / Red
Milestones
	Milestone
	Original date
	Current date
	Note

	
	
	
	



Risks and issues
	Risk or issue
	Impact
	Owner
	Next step

	
	
	
	



Decisions needed
1. Question, options, who decides, by when
Decisions made
1. 
Action items
	ID
	Item
	Owner
	Due
	Done looks like
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