
Meeting:_ _______________ 	 Date:  ________	 Start:_ _____ 	 Finish: _____
 
Lead:_________________ 	 Location: _ _____________

Attendance:

	 ___________ 	 ___________ 	 ___________ 	 ___________
	 ___________ 	 ___________ 	 ___________ 	 ___________
	 ___________ 	 ___________ 	 ___________ 	 ___________
	 ___________ 	 ___________ 	 ___________ 	 ___________

Agenda Minutes Performance
Time (Minutes) Topic Summary Decisions/ Out-

comes
Accountable (Who/
When)

Next Meeting Date:__________ 	 Time: ______

Topic:_ ___________________ 	 Leader(s): _____________
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