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Template:  Meeting Minutes Record


	
	
Topic/ Group:

Date & Time:

Present and Meeting Evaluation:

Excused: 

Absent:

Minutes recorded by:

	Topic
	Discussion/ Decisions 
	Actions (Who/ When)

	
	
	

	
	 
	

	
	
	

	
	
	

	
	
	

	
	
	


Next calls: 

From Month Date Call:

From Month Date Meeting:[image: image1.jpg]
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