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Meeting Minutes

Meeting Name

Project Name

Project Lead Name
Meeting Date/Time
	Attendance:

	Name
	(
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Recorder: Name


	Minutes from Previous Meeting

	Date:      
	 FORMCHECKBOX 
Approved

 FORMCHECKBOX 
Approved with the following corrections required (list modifications below)


	Topic
	Discussion
	Action
	Responsible
	Due Date

	1) 
	
	
	
	

	2) 
	
	
	
	

	3) 
	
	
	
	

	4) 
	
	
	
	

	5) 
	
	
	
	

	6) 
	
	
	
	

	7) 
	
	
	
	

	8) 
	
	
	
	


	Future Agenda Items

	· 
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