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	Persons Present
	
	Absent
	
	Others Who Need to Know

	
________________, Facilitator
	
	
____________________
	
	
________________________

	
________________, Time Keeper
	
	
____________________
	
	
________________________

	
________________________
	
	
____________________
	
	
________________________

	
________________________
	
	
____________________
	
	
________________________





	Items
	Time
	
	
	

	A. News
	(2 min.)
	
	
	

	B. Review Agenda and Prioritize
	(2 min.)
	Action Items
	Person Responsible
	By When?

	Priority #1___________


	
	
	
	

	Priority #2___________


	
	
	
	

	Priority #3 ___________


	
	
	
	

	C. Review Action Items
	(2 min.)
	Did we begin and end on time?



	Next Meeting’s Expected Agenda Items
1.  

2.  

3.  

4.  

	Date: __________


Recorder: ______________





*Adapted from Ford, A., and Fitzgerald, M. (1999). Milwaukee Public Schools Inclusion Planning Team Packets. Milwaukee Public Schools. 
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