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	PLANNING PHASE
KICKOFF MEETING AGENDA
	Project:
	

	
	Phase:
	Execution

	
	Date:
	

	
	Time:
	

	ATTENDEES
	

	AGENDA ITEMS

	
1. Meeting Objective
2. Weekly Status Reports
a. Personal
b. Project
3. Deliverable Acceptance
4. Project Acceptance
5. QA Test Plan
a. Defect Log
6. Schedule
7. Next Steps
 

	DECISIONS MADE
	

	ISSUES IDENTIFIED
	

	FOLLOW-UP ACTION ITEMS

	ITEM
	RESPONSIBLE PERSON
	TARGET DATE
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