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	Information Technology Department
Meeting Agenda and Minutes



Meeting Information:
	Meeting Title
	[bookmark: QuickMark]…
	Time
	…

	Date
	…
	Location
	…

	Facilitator
	…
	Note Taker
	…


Invitees/Attendees:
	Required/
Optional
	Attended
(Y/N)
	Name
	Required/
Optional
	Attended
(Y/N)
	Name

	R
	
	
	R
	
	

	R 
	
	
	R
	
	


[bookmark: _GoBack]
Agenda/Minutes:
Item	Topic	Owner	Time
1	Title	Name	1:00 to 1:15	
Discussion:
· … 

2	Title	Name	1:00 to 1:15	
Discussion:
· … 

3	Title	Name	1:00 to 1:15	
Discussion:
· … 


Action Items:
	#
	Action Item
	Assigned To
	Due Date

	1
	Item
	Name
	Date

	
	
	
	



Page 1

image1.png
ITD




