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(Month) Staff Meeting
Date
Those invited to the meeting:  (List all invited to the meeting)
[bookmark: _GoBack]Those present at the meeting: (List all present at the meeting)

	Agenda Item
	Responsible
	Notes 
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	Roundtable discussion of all other ideas from group
	All members
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Preparation:
· Be on time and ready to engage in all discussion 
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