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SUMMARY

Executive Summary: 	This document provides details on activities conducted related to …

Action to be taken: 	See below
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Work Item Background
[Why is this work item (WI) needed? How/why did the CSBWG decide we should focus on this item? What other background information should be recorded to understand this need? If the Background has been modified, explain why and include original intention and purpose.]


Current Work Item Purpose
[What is the current intention of this WI? How will the Team face the specific issues that are being addressed in this WI? What are the goals? What are we trying to achieve? The Purpose may evolve over time. ]



Work Item Update
	Work Item
	Title
	Priority
H-high M-med L-low
	Next milestone
	Start Date
	End Date
	Status
P-planned O-ongoing C-completed S-Superseded
	Remarks

	
	
	
	
	
	
	
	







Progress Since Prior Meeting
[Description of any key activities that directly support the WI that have taken place since the previous meeting. If there’s no progress on a sub-activity, please note that.]



Reporting
[How is the Team measuring and reporting progress?]



Planned Work & Timeline
[Description of planned activities and how they directly support the WI along with expected timeline of activities]



Issues/Risks/Concerns/Barriers
[Description of any current or anticipated issues/risks/concerns/barriers]



Proposed Changes to Work Item
[Proposal of any changes to WI (ie: purpose, tasks, activities, goals, etc.) to CSBWG. 



Action to CSBWG
The CSBWG is requested to:

A. Note the information provided; 
B. ….
C. Take any other actions, as appropriate.
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