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Meeting Record


Team Name: 
Date: 
Time: 
Location:

Members Present:
	Y
	N
	Name
	Facilitator
	Timekeeper
	Recorder
	Other

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Next Meeting(s):

Date: 
Time:
Location:

Date:
Time:
Location:

Facilitator:
Recorder:

Timekeeper:
Other:  

Agenda for Next Meeting:

Check-In:

Check-Out:

	Topic
	Discussion Points
	Decisions

	
	
	


Issues/Ideas for Future Meetings:


Assignments:

	What
	Who
	When
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