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FAST Meeting Agenda Template
	Mtg Name
	
	Location
	

	Date
	
	Time
	

	Mtg Type
	
	Chair
	

	Code
	
	Minutes
	

	Attendees
	

	Apologies
	

	
	

	Focus
	Context
	

	Frame
	Purpose
	

	
	Outcomes
	

	
	
	

	Awareness
	Topic 1
	

	Discussion
	Question
	

	
	Discussion
	· Discussion points taken here during meeting

· 

	
	
	

	
	Topic 2
	

	
	Question
	

	
	Discussion
	· Discussion points taken here during meeting

· 

	
	
	

	
	Topic 3
	

	
	Question
	

	
	Discussion
	· Discussion points taken here during meeting

· 

	
	
	

	Solution
	Topic
	

	Decisions/ 
	1
	Decisions made, priorities agreed

	Priorities
	2
	

	
	3
	

	
	
	

	Traction
	Topic
	What
	Who
	When
	

	Actions/
	1
	Actions agreed
	
	
	

	Accountability
	
	
	
	
	

	
	2
	
	
	
	

	
	
	
	
	
	

	
	3
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