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	Meeting Purpose:
	 

	Meeting Date:
	

	Meeting Time:
	

	Chairperson:
	

	Location:
	


TO:


Distribution and all Attendees

ATTENDEES:
	Names
	Initials
	Organization / Title
	Telephone Number
	Email Address

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	PREPARED BY:
	

	ISSUE DATE:
	


Meeting called to order at 

 (Enter Meeting Start Time)
	Item No.
	Agenda Item Description
	Action Item Description
	Assigned to:
	Due Date

	1.0 
	Enter Major Agenda Item
	
	
	

	1.1
	Enter Minor Agenda Item
	
	
	

	1.2
	Enter Minor Agenda Item
	
	
	

	2.0 
	Enter Major Agenda Item
	
	
	

	2.1
	Enter Minor Agenda Item
	
	
	

	2.2
	Enter Minor Agenda Item
	
	
	

	3.0 
	Enter Major Agenda Item
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	XX
	Upcoming Meetings - Actions
	
	
	

	X.1
	Set Next Meeting Date
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Please notify the author of the minutes of any corrections and/or clarifications within five (5) business days.

cc:
Attendees











