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Meeting Agenda

	Group Name:
	<group participating in meeting>
	

	Format:
	<Face-to-Face / teleconference>

	Date:
	<date of meeting>

	Chair:
	<name>, <Email or Tel>

	Secretary:
	<name>, <Email or Tel> (or TBD)


1 Meeting Arrangements

<Brief description of meeting format and support information such as call-in information for a teleconference.  For physical meetings time and location information is useful.>

2 Agenda Topics

<the following are common elements of agendas – yours should be adjusted as required to accommodate your needs>

1. Roll Call

2. Call for Scribe
3. Review and Agree Agenda

4. Review and Agree Minutes of Previous Meetings

· <list doc Ids of previous minutes to seek agreement>

5. Status of Open Action Items

· <action items or ref to list>

6. Current or Continuing Work Activities

· <list doc Ids of items>

7. New Contributions

· <list doc Ids of items>

8. Future Work or Planning

· <areas of activities and/or list doc Ids of discussion items>

9. Planning for Next Meeting

AOB – as time permits
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