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AGENDA
Meeting:
Meeting Name


Date:
Xxxxx xx, 2013
Time:
x:xx – y:yy pm
Location:
971-Room # and Conference Room Name
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Agenda objective and topics here; suggested layout below –modify as appropriate for meeting.  Font throughout may be either Arial or Helvetica.  
Objective:
Brief and determine next steps re: Topic
Topics:









1. Agenda Item – 15 minutes


Name
2. Agenda Item – 20 minutes


Name
3. Agenda Item – 25 minutes


Name


Invitees:

Name
Name 

Name

Guests:

Name

Name 

Name
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