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Collects the data by an identified date
Records ideas and input from the meeting
Asks the group for feedback on the accuracy

Communicates and shares the final record
with the group and administrators,
as needed
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allotment is progressing
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Seeks and provides data and input
Actively engages in discussion

Monitors self-adherence to norms

Stays focused on the agenda, purpose,
and goals of the meeting
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