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Meeting Agenda (Template)
	Organization Name: 



Department Name: 



Day/Date: 





Time: 






	Location:













Technology Link (Zoom/ Microsoft Teams, Etc.): 







Participants: 





























	Aim of Our Microsystem: 

	Ground Rules: 

	Time
	Item
	Method
	Action Items
	Who
	When

	
	Clarify Objectives

A.
B.
	
	
	
	

	
	Review Roles:

· Leader: 

· Recorder: 

· Timekeeper: 

· Facilitator: 
	
	
	
	

	
	Review Agenda
A.
B.

C.

D.

E.
	
	
	
	

	
	Work Through Agenda Items

	
	
	
	

	
	Review Meeting Record-Action Plan
	
	
	
	

	
	Plan Next Agenda


	
	
	
	

	
	Evaluate Meeting
	
	
	
	

	Notes submitted by
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