
Sample Agenda/Content Form 

  Meeting Agenda  

Start at 10:00 a.m. in Room 112 

Item Responsible Time 

Opening Remarks Jeff, dept. chair 5 min 

Report on class size study Sarah 20 min 

Status of budget/ordering plan Rick and Jeff 7 min 

Status of next term plans Ron and Sarah 7 min 

Internal Issues Jeff 5 min 

External Issues - no griping! Everyone 10 min 

Plans for Community Relations Sarah 15 min 

End at 11:10  

 

Let's keep on track! 

 


