Weekly/Monthly Status Update




Date:
Meeting Attendees:
Purpose of Meeting:


Action Items:

	Action Description
	Owner
	Completion Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Parking Lot:

	Item Description
	Owner
	Follow-Up Notes

	
	
	

	
	
	

	
	
	



RADIO (Risks, Assumptions, Dependencies, Issues, and Opportunities):

	Item Description
	Owner
	Mitigation / Next Steps

	
	
	

	
	
	

	
	
	

	
	
	



Meeting Minutes:
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KEYSTONE SCIENTIFIC, INC.
The applied solution.




