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PROCEEDINGS
Committee Name


Delete all RED instructions prior to finalizing the proceedings.

Proceedings must be posted within 48 hours of the meeting.

Date
Time

Place

Attendees:                            

Absent:
Instructions:  Follow the sequence of the agenda created for the meeting to produce the proceedings.  

EXAMPLE:
I. Announcements 

II. Important Dates

III. Review Proceedings From Last Meeting.

IV. Standing Reports (if applicable)

V. New Business 

VI. Old Business  

VII. Future Goals and Projects 

VIII. Adjournment 
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