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Agenda
Date (month day, year)

Location

Time (i.e. 11 a.m. to 12 p.m. or 1 to 2 p.m.)

Attendees: 
Regrets: 
	Item
	Lead
	Time

	1.  Introduction
	
	

	
	
	

	2.  Previous meeting notes / Action items status / Review future items list 
	
	

	
	
	

	3.  Decision items: 

3.1 

3.2

3.3

3.4

3.5


	
	

	
	
	

	4.  Discussion items:

4.1 

4.2

4.3

4.4 

4.5

 
	
	


Next meeting:
Date (month day, year)

Location

Time (i.e. 11 a.m. to 12 p.m. or 1 to 2 p.m.)
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