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Name of Project 
Description of Project 
Project no. TTxxx

Progress Meeting x Agenda

Date of Meeting:	Month Day, 20yy – hh:mm a.m/p.m.

Meeting Location:	Description of Meeting Location

From:			Project Manager, MCDOT

Attendees:		Please sign the sign-in sheet
1. Welcome | Introductions 	
2. Review Action Items	
· Comments on last Meeting Notes
· Action Items Review:

	No.
	Action Item
	Responsible
	Due Date
	Completed
	Status/Comments

	1
	Completed
action item
	Project Manager
	mm/dd/yy
	mm/dd/yy
	Update on status of action item

	2
	Outstanding action item
	Project Manager
	mm/dd/yy
	
	Update on status of action item

	3
	In process action item
	Project Manager
	mm/dd/yy
	
	Update on status of action item


3. Decisions	
· Decision 1.  Update on implementation of decision.
· Decision 2.  Update on implementation of decision.
4. .Schedule	
· Critical Schedule items for the project
· Item 1; critical issue and deadline  
· Item 2; critical issue and deadline 
· Deliverable Dates
	Milestone
	Original Schedule
	New Schedule
	Actual Completion

	Milestone #1
	Month dd, 20yy
	-
	Month dd 20yy

	Milestone #2
	Month dd 20yy
	-
	

	Milestone #3
	Month dd 20yy
	Month dd 20yy
	

	Milestone #4
	Month dd 20yy
	Month dd 20yy
	

	Milestone #5
	Month dd 20yy
	Month dd 20yy
	


· Tasks Due next month
· Task 1; detail and anticipated date  
· Task 2; detail and anticipated date  

· Tasks Completed this month
· Task 1; detail and completion date  
· Task 2; detail and completion date  
5. Survey
· Agenda item:
· Item details
6. Roadway	
· Agenda item:
· Item details
7. Drainage	
· Agenda item:
· Item details
8. Traffic	
· Agenda item:
· Item details
9. Environmental	
· Agenda item:
· Item details
10. Utilities	
· Agenda item:
· Item details
11. Structures	
· Agenda item:
· Item details
12. Geotechnical / Pavement Design	
· Agenda item:
· Item details
13. Public and Stakeholder Involvement	
· Agenda item:
· Item details
14. Right-of-Way	
· Agenda item:
· Item details
15. Summary | Miscellaneous Items	
· Other items
· [bookmark: _GoBack]New Action Items
16. Adjourn | Next Meeting 
· Month dd, 20yy – hh:mm a.m/p.m and location of the meeting.
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