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	MEETING SUMMARY
	Project Name:
	

	
	Date:
	

	
	Time:
	

	ATTENDEES:
	[bookmark: _GoBack]


	NON-ATTENDING INVITEES:
	



	AGENDA ITEMS

	1.  
2.  
3. 

	DECISIONS MADE
	1.  
2.  
3. 

	ISSUES IDENTIFIED
	1. 
2. 
3.

	FOLLOW-UP ACTION ITEMS

	#
	ITEM
	RESPONSIBLE PERSON(S)
	TARGET DATE

	1
	
	
	

	2
	
	
	

	3
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