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3W’s MINUTES TEMPLATE

	WHAT
	WHO
	WHEN

	(define the deliverable owed: data, report, policy, etc)
	(owner of this deliverable)
	(due date)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Key Take-Away’s (examples, you can customize):
· This meeting will be moved to bi-monthly (new invite to be sent)
· 3 vendors being considered for new device: Company A, Company B, Company C
· Next meeting: 11/22/24 (check you have new invite)
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