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	ORDER OF BUSINESS
	[Date]
	[Meeting Time]
	[Meeting Location]


I. ORGANIZATIONAL MATTERS

	A.  CALL TO ORDER
	
	

	Meeting called to order by
	[Committee Officer] at [Time]


b. Roll Call

	Attendees
	     

	excused
	     

	unexcused
	     

	guests
	     


	C. agenda approval/repair
	
	

	Discussion
	     

	action
	     


	D. review committee mission statement
	
	

	Discussion
	

	action
	


	E. public comments
	
	

	Discussion
	     

	action
	     


II. INFORMATION & ACTION ITEMS

	A. [Description of Topic]
	
	[Presenter]

	Discussion
	     

	ACTION
	     

	Person(s) responsible
	Deadline

	     
	     


	B. [Description of Topic]
	
	[Presenter]

	Discussion
	     

	ACTION
	     

	Person(s) responsible
	Deadline

	     
	     


	C. [Description of Topic]
	
	[Presenter]

	Discussion
	     

	ACTION
	     

	Person(s) responsible
	Deadline

	     
	     


III. MEMBERS MATTERS

	Discussion
	     

	ACTION
	     


IV. ADJOURNMENT

	meeting adjourned
	[Time]

	submitted by
	[Committee Secretary]

	date
	[Date]
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