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<PROJECT> MEETING MINUTES – <DATE> 

Attendees: 
 
Individual names/agency names go here  
  
  
  
  
  
  
 
 

 
 
Discussion Topic 
 
This is where the project manager provides a brief overview of items discussed during the meeting. 
 
 
 
Next Steps 
 
These are items that, as a result of the meeting, will be the next areas of focus for the project. 
 
 
 


