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Note: Project Status Meeting agenda are generated and distributed to the affected groups and individuals. The following is a sample.

“Project Name”

PROJECT STATUS MEETING AGENDA 

 “Date”

I.
Attendees (Include representatives from all affected groups) 

Note:   Team roles may be rotated and combined.

(Project Manager)

“Name” (Chair Meeting/Facilitator)

“Name” (SPI Lead)


“Name” (Recorder)

“Name” (SQA)

“Name” (Timer)

“Name” (Project Personnel)

etc.

II.
Goals 


Periodically review project status.

III.
Potential Topics (Add or delete item as appropriate)

1.
Entrance Criteria (Agenda, appropriated attendees present and prepared, action item completed, metric and project status up-to-date, etc.) 

2.
Project A:

2.1 Project tasks accomplished/commitments being met

2.2 Technical status (requirements, design, code, test, documents, etc.)

2.3 Conflicts and issues (technical, resources, tools, schedule, cost, etc.)

2.4 Changes in commitments

2.5 Defects status, analysis and prevention activities

2.6 Risks (Addressed, prioritized, contingency plan, and reviewed)

2.7 Schedule tracking

2.7.1 Size of work products vs. estimates

2.7.2 Actual schedule vs. planned

2.7.3 Critical Paths

2.7.4 Dependencies between groups

2.7.5 Staff Hr Metrics collection

2.8 Critical computer resources status

2.9 Cost status review

2.10 SDP/SPP/Build Plan status review for changes/re-planned decision-making

2.11 Project status report to senior management 

2.12 Training status

2.13 Tools (lab time/equipments allocation, new tools procedure, etc.)

2.14 SQA status

2.15 CM activities

2.16 SPI status

2.17 Action items (current AIs status, new AIs)

3.
Future Anticipated Work

3.1 Proposal (technical, requirement, etc.)

3.2 Size, cost, schedule, critical computer resources estimates

3.3 Contract

3.4 Resource planning

3.5 Issues/risks

3.6 Tools

3.7 Training

3.8 Action Items

4.
Exit Criteria (Meeting goals being accomplished, risk and action item databases update, schedule update, etc.) 

5.
Meeting Evaluation

6.
The next Project Status Meeting Schedule (Date)
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