[image: image1.jpg]


                                                     Meeting Agenda




Meeting Logistics

	Project
	

	Topic
	· 

	Date
	
	Time
	

	Location
	
	Room #
	
	Call-in #
	

	Facilitator
	
	Scribe
	


Agenda

	ID
	Discussion Item
	Start Time
	Duration
	Facilitator

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	


Action Items from Prior Meeting

	ID
	Action Item
	Owner
	Status

	Date Entered
	Planned Completion

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	


Invited Participants

	ID
	Name
	Title
	Department

	1
	
	
	

	2
	
	
	

	3
	
	
	


� 	Open; closed
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