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POLICY DEVELOPMENT WORKGROUP AGENDA TEMPLATE

	A. Meeting Information



Date: _____________________                                            Time: ______________________

Conference Number: __________________________        Conference Code: ______________

Facilitator: ___________________________________________________________________

Purpose: ____________________________________________________________________
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	B. AGENDA TOPICS



	
	Subject
	Lead/Facilitator
	Document Names/Links
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	C. MEETING SUMMARY



	
	Subject
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	D. ACTION ITEMS



	Date Assigned
	Owner
	Description
	Due Date
	Close Date
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