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Project meeting agenda 
[project name]

	Subject:
	

	Date:
	
	Time:

	Location:
	

	Chairperson:
	
	Secretary:

	Present:
	

	1. Opening 


2. Incoming information and announcements

3. Minutes from previous meeting (including action points)


	4. Main topic 1


5. Main topic 2


6. Main topic 3


7. Main topic ….


8. ….


9. Any other business


	10. Summerization decisions


11. Summerization actionpoints

12.  Questions

13.  Next meeting 


14.  Close of meeting



Appendices…….
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