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Instructions:  
Go to SAVE AS> and rename this file using the following structure:  OC-board-yyyy-mm-dd. 
For “board” use a consistent abbreviation, e.g. CONCOM, ZBA, SelectBoard. 
[Delete this highlighted section.]

Board/Commission/Committee: name
Date and location:  name
Members present:  names
Members absent:  names
Guest speakers, Administrative Assistant, Inspectors, other town employees:  names

Summary of important agenda items including discussion, motions, votes, and relevant public comment:


[bookmark: _heading=h.kuxocyac2pty]Issues relevant to LWV position/programs:
Possible LWV action ideas and League person(s) contacted:


	Open Meeting Law (OML) concerns   
	Yes
	No

	    Meeting held in an accessible location?
	    
	

	   Name cards identifying Members in place and readable by attendees? 
	
	

	    All speakers audible to all attendees?
	
	

	   All visuals visible to all attendees or handouts available?
	
	

	   Motion wording, motion maker names, and votes audible to all attendees?
	  
	

	   Minutes from previous meeting posted per OML?
	
	

	    Opportunity for public comment?
	
	

	   All attendees were courteous to each other?
	
	

	   Executive Sessions were for one of 10 reasons per OML?
	
	



Comments related to above including any action taken:

Observer name and date: 


· Link to recording on The Local Seen, if available.
· When the official minutes from this meeting have been approved, they will be available on the Town website at https://www.plymouth-ma.gov/agendacenter
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