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Group Meeting Minutes[image: pasted-image.tiff]
	Date and time
	

	Who was present?
	Present
	

	
	Absent
	

	Research presentation
	

	Follow-Up from Last Meeting
	Status Update

	
	
	

	
	
	

	
	
	

	
	
	

	Agenda points
	What was discussed/agreed?

	
	Lab life
	

	[name]
	[topic]
	

	[name]
	[topic]
	

	[name]
	[topic]
	

	
	
	

	
	
	

	
	
	

	
	
	

	Follow-Up for Next Meeting
	Responsible

	
	

	
	

	
	

	Next Meeting
	[insert date for next group meeting]
Research Presentation: 
MC:
Most Noble Scribe:
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