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Team Meeting Notetaker

This one-page summary of weekly or biweekly meetings can be used to keep the Facilitation Team informed about team activities and progress. 
Table 1: Meeting Information

	Team Name
	

	School Name
	

	Meeting Date
	

	Attendees
	

	Agenda (or attach)
	

	Meeting Summary
	


Table 2: Next Steps

	Action
	Person Responsible
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


� Module: Facilitating Magnet Theme Integration 


This document is offered as a suggested tool and can be modified to best serve the needs of the individual program or school. 
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