
	Product Launch 
Team Meeting
	Date
Time 
Location

Conference

Meeting ID 
	06/14/16
9:00 AM Pacific 

Paradise Conference Room 
+1 999 888 7777 12345#
98765

	Meeting Called By
	[Launch Manager]
	Meeting Type
	Status/Discussion

	Required Attendees
	( Bob Smith
	( Bob Smith
	( Bob Smith

	
	( Bob Smith
	( Bob Smith
	( Bob Smith

	
	( Bob Smith
	( Bob Smith
	( Bob Smith

	Optional Attendees
	( Bob Smith
	( Bob Smith
	( Bob Smith

	
	( Bob Smith
	( Bob Smith
	( Bob Smith

	
	( Bob Smith
	( Bob Smith
	( Bob Smith

	Please review
	

	Please bring
	

	Agenda

	

	Review of Action Items
	[Launch Manager]
	

	Identification of new Action Items
	[Launch Manager]
	

	Review of Open Issues
	[Launch Manager]
	

	Identification of New Issues
	[Launch Manager]
	

	Other Business
	ALL
	

	
	
	

	

	Additional Information

	

	Special notes:
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