Organization
MEETING NAME AGENDA
Date:    , Time: X:XXam – X:XXpm
	Meeting Purpose:
1. Review Updates & Reports
2.   
3.   
4.   
5. 
6. 

	TIME
	ITEM
	PRIMARY RESPONSIBLE PERSON(s)

	
	Welcome
· Review agenda

Updates & Reports
·   
·   
·   
·   

	

	
	







	

	
	







	

	
	






	

	
	




	

	Time Keeper:
Note Taker:
[bookmark: _GoBack]Total Time: XX min.

	LOGISTIC NEEDS

	Equipment/Tools:  
·   
·   
·  
·  
·  
·  
·  
· 
Handouts:
· Agenda
·   
·   
·   
·   
·  
·  
·  
·  
· 
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