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	Stakeholder
	Description

	Project sponsor
	

	Program manager
	

	Project manager
	

	Key stakeholders
	

	Change control board
	

	Customer
	

	Project team
	

	Steering committee
	

	Technical lead
	

	Other
	

	Other
	

	Other
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	Item
	Description

	Meeting agenda
	

	Meeting chair
	

	Meeting minutes
	

	Time keeping
	

	Action items
	

	Deferred items
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	Report to
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