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	[Name of Committee]

	MINUTES for [Day, Month, Date, Year]
	[Time]
	[Location]

	Members Present:

	
	Members not Present:

	
	Guests: 
	
	Recorder:

	
	AGENDA 


	1. Call to Order [Time]

	2. Review Agenda, Approval of Minutes

	2.1 Approval of Agenda 

	CONCLUSION
	
	2.2  Approval of [date] Meeting Minutes

	DISCUSSION
	
	CONCLUSION

	
	3. Information/Discussion Item(s)

	3.1 [Information/Discussion Item]

	INFORMATION
	
	3.2 [Information/Discussion Item]

	INFORMATION
	
	3.3 [Information/Discussion Item]

	DISCUSSION
	
	CONCLUSION

	
	Action Item
[who?]
	
	4. Adjournment Meeting adjourned at [Time]

	NEXT MEETING:     
[day, month, date, year] - [time]                                                                               

[Location]                                                                                                                                       

	[image: image3.png]5an Diego College of Continuing Education commits to student success and community enrichment
by providing accessible, equitable, and innovative quality education and support services to diverse
adult learners in pursuit of lifelong leaming, training, career advancement, and pathways to college.



Minutes submitted by:                                              Minutes approved:          
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