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	Cognate team:
	
	Session:
	

	There will be an IV review and planning meeting on:
	[date]
	at
	[time]
	in
	[location]


AGENDA

	Review

1
Notes from previous session (IV2, IV3 and IV5)

2
Feedback from external verification (IV6)

Plan

3
Confirm units to be offered next session

4
Plan / do pre-delivery checks (IV4)

5
Agree sampling plan and schedule (new IV2 and IV4)

6
Allocate / clarify responsibilities

7
Check that all involved are familiar with procedures

8
Identify staff development needs and notify quality manager

9
Review delivery methods

10
Consider resources

11
Any other business


On the attached action plan, set the specific priorities for the coming session
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	Agreed actions
	IV form ref
	Person responsible
	Target date for completion
	Date completed

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	IV co-ordinator
	
	Date:
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