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Venue:
                    
Date and Time:                           
I.   CALL TO ORDER 

II.   ATTENDEES 

III.   AGENDA 
IV.   HIGHLIGHTS OF THE MEETING
V.   ACTION ITEMS

	 ITEM NO.
	ACTION ITEM
	ACTION OFFICER/ OPR
	TARGET DATE

	
	
	
	

	
	
	
	 

	
	
	
	


VI.   Adjournment
	Action
	Name
	Designation
	Signature
	Date

	Prepared by:
	
	
	
	

	Recommended by:
	
	
	
	

	Approved by:
	
	
	
	



