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Team No:      






_____________________________________________________________________________

Agenda for Team Meeting No. _____

Meeting Date: 



Called by: 


Location:         



Time:

Chairperson:  


Members Present:






Apology:



Absentees:

Agenda Compiled by:



Minute taker: 


A. Purpose of Meeting

B.   Agenda Business

Item Description
Who
Time Allocated

















-

Signature of the person calling the meeting
:

Date





:

for Team No.




:

_____________________________________________________________________________


