�
�
Prototype Project Board Progress Review Meeting�
MM/DD/YY


1:30 PM to 3:00 PM


Building 790, Monterey�
�
�
�
�
�
Meeting called by:�
Project Sponsor�
Facilitator:�
Project Manager�
�
Type of meeting:�
Progress Control�
�
�
�
�
�
�
�
Attendees:�
Project Board Members and Project Manager�
�
Please read:�
�
�
Please bring:�
�
�
�
�
Agenda�
�
�
�
Status & Achievements  (Highlights of progress for schedule and major deliverables completed)�
Project Manager�
1:30-1:40 PM�
�
Upcoming Milestones & Adjustments  (Focus on the scheduled milestones before the next meeting, and any planned schedule adjustments)�
Project Manager�
1:40-1:50 PM�
�
Cost & Staffing Review ( Review of costs to date, compared to plan.  Review staffing changes executed, planned, or shortages)�
Project Manager�
1:50-2:00 PM�
�
Change Requests  (Review and decide on formal Change Requests)�
Project Board�
2:00-2:20 PM�
�
Major Issue Resolution (Review and decide on Project Board-level issues blocking the project)�
Project Board�
2:20-2:40 PM�
�
Business Case Review (Compare current plan for the project to client and business commitments and benefits)�
Project Sponsor�
2:40-2:50 PM�
�
Teaming & Meeting Management ( Verify calendars for future Board meetings! Discuss and resolve teaming or process issues for the Project Board) �
Project Manager�
2:50-3:00 PM�
�
�
�
Additional Information�
�
�
�
Special notes:�
�
�
�
�
�
�
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