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Education and Workforce Development Cabinet

Office of Career and Technical Education
Advisory Committee

Format for Minutes of Meetings
	School Name:
	
	Program:
	

	Date:
	
	Time:
	
	Recorder:
	

	Meeting Location:
	
	Presiding Officer:
	


	MEMBERS PRESENT

	Name
	Title
	Company

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	MEMBERS ABSENT: 
	


	ORDER OF BUSINESS:

	1) Call to Order

	2) Introduction of Guests

	3) Reading of Minutes from Last Meeting

	4) Review Recommendations from Last Meeting and Actions Taken

	5) Topics of Discussion:


	a) 

	b) 

	6) Establish Time and Location for Next Meeting

	7) Adjournment


	Submitted by: 
	


Equal Education and Employment Opportunities M/F/D
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