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Stanford ACT <Project Name>

	Meeting Name: 

	Weekly Status Meeting

	Project Name:
	Stanford ACT <Project Name>

	Meeting Facilitator:
	

	Meeting Scribe:
	

	Meeting Date: 

	

	Meeting Time: 

	

	Meeting Location: 
	

	Attendees: 


	


	Meeting Objectives

	1. 

	Topics 
	Presenter
	Time

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	<Date Current Meeting> Results and Decision Points

	· 

	· 

	· 

	<Date Previous Meeting> Results and Decision Points

	· 

	· 

	· 

	#
	< Date > Action Items
	Assigned To
	Due Date
	Status

	1. 
	
	
	
	

	2. 
	
	
	
	

	3. 
	
	
	
	

	4. 
	
	
	
	

	5. 
	
	
	
	

	6. 
	
	
	
	

	#
	< Date previous Meeting > Action Items
	Assigned To
	Due Date
	Status

	1.
	
	
	
	

	2.
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