SYST30001-Capstone Project – Weekly Project Management Meeting 

	Date:
	Week No:

	Attendees:




	Regrets:

	AGENDA 
(refer to the Weekly Course Class Plan for Details. To be completed before the meeting)






	Unresolved issues from last week 
(anything that is not working out as expected from last week’s meeting. To be completed before the meeting)






	Expectations 
(what are you hoping to get out of the meeting. To be completed before the meeting)






	Meeting Action Items
[bookmark: _GoBack](To be completed during/after the meeting)

	Topic
	Discussion
	Action
	Person Responsible
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