
Agenda 

Date: 

Time: 

SpeakerTime  Duration (min) Description

Location: 

Total Duration (min): 

Total Duration (hr): 


	Text1: Date of the meeting
	Text2: Time of the meeting, include timezone
	Text3: Physical location or Zoom link
	Time4: 9:45 am
	Duration4: 56
	Description4: President's Report
	Speaker4: President
	Time5: 10:00 am
	Duration5: 15
	Description5: Treasurer's Report
	Speaker5: Treasurer
	Time6: 10:45 am
	Duration6: 45
	Description6: If it is a long meeting, don't forget to take a break
	Speaker6: All
	Time7: 12:15 pm
	Duration7: 30
	Description7: Break time can be adjusted if you're ahead or behind schedule
	Speaker7: All
	Time8: 12:45 pm
	Duration8: 45
	Description8: Guest speakers can give longer presentations
	Speaker8: Guest Speaker
	Time9: 1:30 pm
	Duration9: 60
	Description9: Allow more time for discussion/working sessions
	Speaker9: All
	Time10: 2:30 pm
	Duration10: 15
	Description10: Report outs or takeaways from discussion
	Speaker10: All
	Time11: 2:45 pm
	Duration11: 15
	Description11: Wrap up/date of the next meeting or action items
	Speaker11: All
	Time12: 3:00 pm
	Duration12: 
	Description12: Meeting Concludes
	Speaker12: 
	Time1: 9:00 am
	Duration1: 10
	Description1: Welcome and Introductions
	Speaker1: All
	Time2: 9:10 am
	Duration2: 15
	Description2: Review Agenda and Meeting Etiquette
	Speaker2: President or Chair
	Time3: 9:25 am
	Duration3: 20
	Description3: Start with standing committee reports or routine business
	Speaker3: 
	Text13: 326
	Text14: 5.433333333333334


