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Project Meeting Agenda and Minutes

1. Meeting Information
	Date and Time
	

	Location
	

	Participants
	



2. Agenda Items
	Timing
	Items

	
	Target Group and Community Issues  
1. Identify the target group – who are the sub-groups within this target group?
2. What are the community issues for this target group?


	
	Stakeholder Engagement  

1. Who are the committee members and what will their role be in the project?  
2. Who else in the broader community are stakeholders of this project including key people to develop strategic alliances with? 
3. What is your stakeholder engagement strategy and methods? 


	
	Advocacy Strategy  
1. What are the specific interests and concerns of two sub-groups from your target group? 
2. How will you promote and facilitate collaborative planning and action with these two groups? 
3. How will you encourage participation in the project for these two groups? 
4. What are two methods that you will use in your awareness campaign? 


	
	Summary and Closure 
Action items 

Number and list agreed action items.
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