MEETING MINUTES
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	Five Step Meeting Agenda

1.  Sign-in

2.  Review agenda and action plan/calendar to review   

     upcoming activities
3.  Team member update on progress of action plan and 
     outline what needs to be done   
4.  Identify next steps and next meeting time 

5.  Collect meeting and/or teamwork feedback


	Team Name: Family Involvement Action Team (FIAT)

	Meeting Date: ___________
	Start Time:_______  End Time:__________

	Meeting Purpose: 


	Facilitator:  
	Recorder:




	Members Name/Sign-In
	Present
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	Meeting Notes


	Topic
	        Discussion Points
	Decisions

	
	
	


	Task Assignments

	What
	Who
	When

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Next Meeting(s)

	Date:  
	Time: 
	Location: 

	Date:
	Time:
	Location:

	Agenda Items for Next Meeting:
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