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Appendix I: PRSM Meeting Agenda Template (sample)
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	PRSM Steering Committee Meeting
Date:

    Month day, year

Time:

    Start Time

Location:
    Quiet Room B, 2nd floor 1120 N Street

	Meeting called by:

Facilitator:

Timekeeper:

Attendees:

Conference-call #:
	Who scheduled the meeting?

Who’s managing this meeting and distributing minutes?

Who is watching the clock?

Who are the required participants?

List call-in number and password here if applicable 

	Topic No.
	Agenda Topic
	Start Time
	Presenter
	Expected Outcome

	1.
	Welcome Steering Committee Members
	2:00
	Malcolm Dougherty
	Address any concerns from last meeting

	2.
	PRSM update and Status
	2:05
	Nigel Blampied
	1. Progress since the last meeting

2. Progress on RFP

	3.
	PRSM Schedule Update
	2:20
	David Casey
	Present PRSM schedule 

	4.
	Issue Management Update
	2:25
	Steve Maan
	Status of PRSM Issues

	5.
	Risk Plan Update
	2:30
	Jerold Peterson
	Status of PRSM Risks

	6.
	IPOC Update on PRSM Progress
	2:35
	Payson Hall
	

	7.
	Steering Committee Recommendations/ Concluding Remarks
	2:45
	Steering Committee
	Next Meeting …………………


In addition to distributing the above agenda, please schedule the meeting in Lotus Notes with all the targeted attendees.
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