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AGENDA

TASK GROUP (Insert number)
TITLE: (Please enter Title of Committee)

SCOPE: (Please enter Scope of Committee)
 (Please enter day, and complete date of meeting)
(Please enter time of meeting)
(Please enter location of meeting including site, city, state, country)

Chair: (Only enter chair’s name, do not enter email address)

1.0
Call to order by (Chair’s name here)
2.0
Introduction of meeting attendees

2.1 Identify/Introduce new members or attendees 
3.0
Approval of most recent meeting minutes on (date here)

4.0
Old business

5.0
New business

6.0
Announcement of next meeting (Please enter location of meeting including event, city, state, country and dates)
8.0
Adjournment
TG


AGENDA TEMPLATE


Please use Arial�12 point font!


(Please delete this box before submitting.) 











