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DET AGENDA and MEETING SUMMARY
Date:  
Time:  
Location: 
Meeting Facilitator: 
[bookmark: _GoBack]Meeting Title: 
Meeting Objective: 

ATTENDANCE
	Participant
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	Absent
	Participant
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SUMMARY OF DISCUSSION
	Start Time
	Topic
	Lead(s)
	Main Points from Discussion

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



NEXT STEPS/ACTION ITEMS
	Task
	Person Responsible
	Follow-up Date
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