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	Purpose
	The purpose of the Project Review Template is to show recommended inputs, actions, and outputs for the Software Manager to conduct a review that addresses the current accomplishments and results of the software project.


	Inputs
	The following list defines the inputs to the Project Review Template:

· Software Project Management Plan (SPMP)

· Project tracking records


	Instructions
	The Software Manager performs the actions in the table below. 


	STEP
	ACTIONS TO TAKE

	1
	a. Prepare and distribute an agenda for the Project Review.

b. Develop a presentation to track the following against the SPMP:

· Technical progress

· Plans

· Performance

· Issues

· Risks

GUIDANCE: The Project Status Report is an example of the format that can be used to document the above items.

(See URL: http://sw-eng.larc.nasa.gov/process/docslistnew.cfm).

	2
	Conduct the Project Review.

· Give presentation

· Document the meeting minutes (including the names of the reviewers, issues, action items, and decisions/agreements)

	3
	Distribute the minutes to all attendees.

	4
	Retain the project review presentation and the minutes. 

	5
	Ensure that the action items are tracked to closure and corrective actions are performed.


	Outputs
	The following list defines the outputs of the Project Review:

· Project review presentation

· Documented meeting minutes 
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