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Date of meeting:



                                     


1. Appoint temporary chair, if necessary

2. Select Secretary / recorder for meeting
3. Circulate sign-in sheet

4. Read Committee’s statement of purpose (from Policy and Procedures Manual, if applicable)

5. Establish norms and expectations of committee members, including frequency of communication and methods of communication within the committee 
6. Review any committee accomplishment in the past six months

7. Discuss issues concerning the committee

8. Establish short and long term goals for the committee

9. Establish objectives or action plans to meet the goals
10. Assign tasks and deadlines as dictated by the action
11. Elect officers for the coming year, if necessary

12. Confirm proceedings of meeting including goals, objectives, assignments, deadlines, follow-up plans, and the next committee contact 
13. Closing

14. Completion of Committee Summary Report for oral presenting to Assembly in afternoon session and to be given to R6 Secretary
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