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	<meeting title>
<meeting type> – <day of week, m.d.yyyy>
Conference Bridge – <location 1>:

Dial in: 999-999-9999

Participant PIN: <99999999>
	<start time> to <end time> <time zone1>

<start time> to <end time> <time zone2>

Conference Bridge – <location 2>:

Dial in: 999-999-9999
Conf ID: <9999999999>
	
	

	

	Type of Meeting: 
	
	Facilitator / Timekeeper:  
Scribe/Note Taker:  
	

	Attendees:


	
	
	

	Observers:


	
	
	

	Desired Outcome:  The desired outcome of this meeting is to have <…> 
Special Notes:   <…> 


	

	Participant Preparation: Participants are expected to be fully prepared to address the agenda.  In particular, <role(s)> should have <specific information> available in <specific format and number of copies>.

 
	

	Agenda Items
	Time

	Call to Order – and review of desired outcomes.
	5

	Consider Requests to Alter the Agenda – decide to accept or defer for later discussion.
	5

	<title item 1> – <description item 1>
	10

	<title item 2> – <description item 2>
	50

	Questions from Observers – This time is reserved to provide observers an opportunity to ask any questions of interest with regard to <….> .  
	10

	Buffer – Allowance for slow startup or small overruns.
	10
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