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Location of Meeting: ___________________________________  Date: _________________                               
 
Conducted By: ________________________________________________________________ 
 
Topic Discussed: _______________________________________________________________                                                                                                                          
 
Employee Suggestions: 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
 

Notes:  
_________________________________________________________________________ 
_________________________________________________________________________                                                                                                                    
_________________________________________________________________________ 
                                                                                                                                                                                                                                                                                                                

Attendees: (Please list employee names):          
  

Employee Name:  Signature:  
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