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Agenda



Team Name: ______________   

Date ____________		Time ______________	Place ___________________


Meeting Purpose:





Topic							Person Responsible			Time 

1. Review agenda				_________________			2 min
2. _______________________________	_________________			_____
3. _______________________________	_________________			_____
4. _______________________________	_________________			_____
5. _______________________________	_________________			_____

6. Summary					_________________			5 min

7. Meeting Evaluation				_________________			2 min
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