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Title:  Meeting Agenda

Number:  FAA-PM-005				Approval Date:  
AMSC Number: 					Limitation:  N/A
DTIC Applicable:					GIDEP Applicable:  N/A
Office of Primary Responsibility:	
Applicable Forms: N/A


Use/relationship: 
The meeting agenda provides information concerning purpose, location, and schedule of conferences, reviews, and audits.
This data item description (DID) contains the content preparation instructions for the data product generated by the specific and discrete task requirements as delineated by this contract.
Format:  Contractor format is acceptable.

Content:  The agenda shall include as a minimum the following, where applicable:

		a.	The purpose and objective of the meeting.

		b.	The meeting location, date, and duration.

c.		A daily chronological listing of each major topic or subtopic to be discussed and the time to be devoted to each topic.

d.		A projected list of Contractor and Government attendees.
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