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	Directions: While facilitating your planning meeting with your group members, record minutes of the discussion. Be sure to describe what was discussed, agreements reached, and the next steps the group will take. You may either record your minutes using this sample template or one you prepare with the support of your program. If using this sample template, type your responses within the brackets following each prompt.


Planning Meeting Minutes
1.	Review the vision, mission, and/or goals of your school site/professional context:
[  ]
2.	Review and analyze data:
[  ]
3.	Identify a problem of practice:
[  ]
4.	Addressing the problem of practice:
[  ]
5.	Implementation plan:
[  ]
6.	Next steps and action items:
[  ]
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