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Meeting Minutes

	Chaired by: 


	Project Name:

	Attendees and roles:



	Venue:


	Recorded By:

	Date:


	Time:


New Items:
	Agenda/Discussion/Conclusion
	Action Item
	Responsibility
	Due date MM/DD/YY
	Needs Management Attention? Y/N

	1. 
	
	
	
	

	2. 
	
	
	
	

	3. 
	
	
	
	

	4. 
	
	
	
	

	5. 
	
	
	
	


Issues, Risks and Concerns

	Item 

#
	Description of Problem
	Status
	Comments

	
	
	
	

	1. 
	
	
	

	2. 
	
	
	

	3. 
	
	
	


Closed Items:

	Item 

#
	Description of Problem
	Status
	Comments

	
	
	
	

	1. 
	
	
	

	2. 
	
	
	

	3. 
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