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Definitions and Instructions:

The QAPI Committee is required to meet on a quarterly basis.  The date the meeting occurred must be included in the report.  

Below is a recommended format:
· Header Information
· Member Advisory Council
· Meeting Date
· Meeting Time
· Meeting Location
· Meeting Information
· Meeting Called By
· Type of Meeting
· Meeting Facilitator
· Note Taker
· Attendees
· Agenda Topics
· Presenter (For each topic)
· Discussion (For each topic)
· Conclusion (For each topic)
· Action Items (For each topic)
· Person(s) Responsible
· Deadline
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