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Date:  Name:  

What’s Happened Since Our Last Meeting?   What Happened In Our Meeting Today? 

  
  
  
  
  
  
  
  

When Is Our Next Meeting?    What Will We Do In That Meeting? 

  
  
What Needs To Be Done?  Who Will Do This? By When? 

   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
Initialed or Signed:  
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