MEETING ATTENDANCE WORKSHEET
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Description automatically generated]Use the following worksheet to evaluate meeting attendance and gauge commitment levels.
	Meeting Date
	Dept. 1
	Dept. 2
	Dept. 3
	Dept. 4
	Dept. 5
	Dept. 6
	Dept. 7

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



Kindly use the following legend to record attendance:
P – Present
A – Absent / Appologies
L – Late
H – Holiday / On Leave
O – Optional / Non-mandatory
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