Meeting Minutes
	Meeting:
	
	Date:
	

	Recorder:
	
	Time:
	

	Attendees:
	

	Absentees:
	

	Agenda

	1. Agenda
2. …
3. ...
4. Wrap Up and Next Steps



	Discussion

	1. 
	Agenda
· [bookmark: _GoBack]

	2. 
	

	3. 
	

	4. 
	



	Open Action Items

	#
	Open Date
	Required Action/Follow-Up
	Owner
	Target Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Closed Action Items (since last meeting)

	#
	Open Date
	Required Action/Follow-Up
	Owner
	Closed Date

	
	
	
	
	

	
	
	
	
	



	Decision Log

	#
	Date
	Decision

	
	
	

	
	
	



	Parking Lot/Future Items/Outstanding Questions

	1.
	

	2.
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