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	Date: 

	Office or Bureau: 
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	Name
	Agency
	Phone
	Email

	
	
	
	

	
	
	
	

	
	
	
	




	Meeting Notes


1. Item One
· Sub Item 1
· Item 1
· Item 2
· Item 3
· Sub Item 2
· Item 1
· Item 2

2. Item Two
· Sub Item 1
· Item 1
· Item 2
· Item 3
· Sub Item 2
· Item 1
· Item 2
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	3. Risks


	ID
	Description
	Date Opened
	Probability
	Impact
	Score
	Risk
Owner
	Response 
	Notes

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	




	4. Action Items


	ID
	Description
	Assigned To
	Date Opened
	Due Date
	Date Closed
	Status
	Notes

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	




	5. Issues


	ID
	Description
	Assigned To
	Date Opened
	Due Date
	Date Closed
	Status
	Notes

	
	
	
	
	
	
	
	




	6. Decisions


	ID
	Decision Made
	Made by
	Date Made
	Notes

	
	
	
	
	




	7. Changes


	ID
	Description
	Priority (L/M/H)
	Date Reported
	Requested By
	Status
	Assigned To
	Date Closed
	Resolution/Comments
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