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Frequency

Bi-weekly

Fortnightly

Monthly

Duration

30 min
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1 hour
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PPT

Purpose & Preparation

+ Update Tracker

- Ensure correct criticality and priority levels

+ Review risks/actions/assumptions/decisions
» Review of open and pending Jira issues

- Agree next steps and any escalations

+ Review Tracker
- Agree next steps and any escalations

» Review of Open and Pending Jira issues

-+ Send the proposed agenda and the list of Jira
tickets to Trax ahead of the meeting (1-2 days
before the meeting?)

+ Review Tracker
» Review of Open and Pending Jira issues

+ Review a high-level PPT



