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Meeting Agenda

	Host 
	[bookmark: Text9]Who is hosting your meeting?
	[bookmark: Text8]Date 1/1/2018

	Location
	[bookmark: Text10]Where will your meeting be held?

	Purpose
	[bookmark: Text1][bookmark: Text2]The your organization name welcomes its guests to a meeting to describe the meeting's purpose.

	Objectives
	This meeting has been designed to accomplish the following objectives:
· [bookmark: Text3]To enter objective 1
· [bookmark: Text4]To enter objective 2
· [bookmark: Text5][bookmark: _GoBack]To enter objective 3

	Participants
	· [bookmark: Text6]Invited guests include: enter the names of those invited to your meeting
· [bookmark: Text7]Meeting sponsor representatives include: enter the names of the meeting sponsor representatives attending your meeting



AGENDA 
Welcome and Introductions	8:00 am – 8:15 am
Meeting Orientation	8:15 am – 8:30 am
Topic 1:	8:30 am – 9:15 am
(Optional) Dr. Thomas Johnson, Department of XYZ
Topic 2	9:15 am – 9:45 am
Break	9:45 am – 10:00 am
Topic 3	10:00 am – 10:45 am
Topic 4	10:45 am – 11:00 am
Topic 5	11:00 am – 11:45 am
Meeting Close	11:45 am – 12:00 pm
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