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	Meeting Minutes:  Workload Review Committee

	Unit:
	 MACROBUTTON  DoFieldClick "[Insert your unit or clinic name]" 

	Date:
	 MACROBUTTON  DoFieldClick "[Insert date]" 
	Start/End Time:
	 MACROBUTTON  DoFieldClick "[Insert start/end time]" 

	Chair:
	 MACROBUTTON  DoFieldClick "[Insert name]" 
	Location:
	 MACROBUTTON  DoFieldClick "[Insert location]" 

	Manager:
	 MACROBUTTON  DoFieldClick "[Insert name]" 
	Recorder:
	 MACROBUTTON  DoFieldClick "[Insert name]" 

	Present:
	 MACROBUTTON  DoFieldClick "[List attendees]" (*Denotes anticipated absence)

	Observers/
Special Notes
	 MACROBUTTON  DoFieldClick "[Insert here if applicable]" 

	Items:

	1.
	Review Minutes of Previous Meeting

	Discussion:  MACROBUTTON  DoFieldClick "[Record discussion here]" 

	Action Item(s):

 MACROBUTTON  DoFieldClick "[List here]" 
	Person Responsible:

 MACROBUTTON  DoFieldClick "[Insert name]" 
	Deadline:

 MACROBUTTON  DoFieldClick "[Insert date]" 

	2.
	Review Trigger Report

	Discussion:  MACROBUTTON  DoFieldClick "[Record discussion here]" 

	Action Item(s):

 MACROBUTTON  DoFieldClick "[List here]" 
	Person Responsible:

 MACROBUTTON  DoFieldClick "[Insert name]" 
	Deadline:

 MACROBUTTON  DoFieldClick "[Insert date]" 

	3.
	Review Management Report (Inpt.) / Review ACAR Report (Amb. Care)

	Discussion:  MACROBUTTON  DoFieldClick "[Record discussion here]" 

	Action Item(s):

 MACROBUTTON  DoFieldClick "[List here]" 
	Person Responsible:

 MACROBUTTON  DoFieldClick "[Insert name]" 
	Deadline:

 MACROBUTTON  DoFieldClick "[Insert date]" 

	4.
	 MACROBUTTON  DoFieldClick "[Insert agenda item]" 

	Discussion:  MACROBUTTON  DoFieldClick "[Record discussion here]" 

	Action Item(s):

 MACROBUTTON  DoFieldClick "[List here]" 
	Person Responsible:

 MACROBUTTON  DoFieldClick "[Insert name]" 
	Deadline:

 MACROBUTTON  DoFieldClick "[Insert date]" 

	5.
	 MACROBUTTON  DoFieldClick "[Insert agenda item]" 

	Discussion:  MACROBUTTON  DoFieldClick "[Record discussion here]" 

	Action Item(s):

 MACROBUTTON  DoFieldClick "[List here]" 
	Person Responsible:

 MACROBUTTON  DoFieldClick "[Insert name]" 
	Deadline:

 MACROBUTTON  DoFieldClick "[Insert date]" 

	6.
	Next agenda/adjourn

	Discussion:  MACROBUTTON  DoFieldClick "[Record discussion here]" 

	Action Item(s):

 MACROBUTTON  DoFieldClick "[List here]" 
	Person Responsible:

 MACROBUTTON  DoFieldClick "[Insert name]" 
	Deadline:

 MACROBUTTON  DoFieldClick "[Insert date]" 

	Date, Time and Location of Next Meeting:


