Conversion Project: Status Meeting Agenda
EVALUATION & RESEARCH STAGE

When: Day of the Week, Time EX: Tuesdays from 9:00-9:30 am ET

Facilitator: Project Lead

Attendees: Project Sponsor, IT, Digital Banking/Experience, Operations, Marketing/User
Engagement, Compliance/Risk, Product Owner, Lending & Credit Services

Welcome

® Review of Agenda
e Meeting Objectives

Status Updates

® Current tasks & progress
e Completed milestones

Open Issues & Risk Discussion (if applicable)

® Identify new or potential roadblocks
e Discuss risk mitigation strategies
e Escalation Items (if any)

Upcoming Milestones & Deadlines

® What is coming up next week?
® On track for milestones?
e Assign ownership of tasks and address due dates

Questions and/or Announcements

® (Questions
e Cross-functional team announcements

Wrap Up

® Recap Key takeaways
e Confirm next meeting

*This will change based on what stage you are at in the evaluation journey
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