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	Meeting Manager
	
	Date
	

	Type of Meeting
(circle one)
	Problem Solving
	Decision Making
	Conflict Resolution

	
	Project Initiation
	Project Planning
	Brainstorming

	
	Other
	

	Purpose of Meeting
	

	Goal or expected outcome of Meeting
	

	Initial Meeting Data

	Meeting Date
	
	Meeting Length
	

	Meeting Participants

	Role
	Participant Name
	Why they should attend
	On Agenda Y/N

	Chairperson
	
	
	

	Minute Taker
	
	
	

	Attendee
	
	
	

	Attendee
	
	
	

	Attendee
	
	
	

	Attendee
	
	
	

	Attendee
	
	
	

	Attendee
	
	
	

	Attendee
	
	
	

	Attendee
	
	
	

	Attendee
	
	
	

	Attendee
	
	
	

	Attendee
	
	
	

	Attendee
	
	
	

	Attendee
	
	
	

	Attendee
	
	
	

	Attendee
	
	
	

	Attendee
	
	
	

	Attendee
	
	
	

	Attendee
	
	
	




