	<Project Name>
Meeting Agenda
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	Program/Area:
	[Insert program/area with which the project is affiliated]

	Meeting Purpose:
	[Insert name or purpose of meeting]

	Meeting Date: 
	<mm/dd/yyyy>

	Meeting Time: 
	[Insert time]

	Meeting Location: 
	[Insert location]

	Meeting Facilitator:
	[List names]

	Invitees:
	[List names]


	ID
	TYPE
	LEAD
	TOPIC
	DESCRIPTION

	1
	[Options are: Discussion, Decision, Update]
	[Insert name or initials]
	[Insert topic]
	[Insert Description]

	2
	
	
	
	

	3
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