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Committee Planning Template, D. Farris, George Mason University
Adapted from Boudett, K. P., & City, E. A. (2014). Meeting Wise. Cambridge, MA: Harvard Education Press. 1of2



Committee Planning/Management Template

Meeting

Action Items

Assigned To

Complete

1a.

1b.

1c.

2a.

2b.

2c.

3a.

3b.

3c.

4a.

4b.

4c.

Sa.

5b.

Sc.

6a.

6b.

6c.

Ta.

7b.

Tc.

8a.

8b.

8c.

NI EEEEEENEEEEEEEEE

Recommendations / Committee Closeout:

Committee Planning Template, D. Farris, George Mason University

Adapted from Boudett, K. P., & City, E. A. (2014). Meeting Wise. Cambridge, MA: Harvard Education Press.

20f2



	Committee Title: 
	Note TakerScribe Name: 
	Committee ChargeGoal: 
	RoomRow1: 
	Room2: 
	Room3: 
	Room4: 
	Room5: 
	Room6: 
	Room7: 
	Room8: 
	Assigned To1a: 
	Assigned To1b: 
	Assigned To1c: 
	Assigned To2a: 
	Assigned To2b: 
	Assigned To2c: 
	Assigned To3a: 
	Assigned To3b: 
	Assigned To3c: 
	Assigned To4a: 
	Assigned To4b: 
	Assigned To4c: 
	Assigned To5a: 
	Assigned To5b: 
	Assigned To5c: 
	Assigned To6a: 
	Assigned To6b: 
	Assigned To6c: 
	Assigned To7a: 
	Assigned To7b: 
	Assigned To7c: 
	Assigned To8a: 
	Assigned To8b: 
	Assigned To8c: 
	Recommendations  Committee CloseoutRow1: 
	Note TakerScribe Phone: 
	Note Taker Scribe Email: 
	Objective 1: 
	Objective 2: 
	Objective 3: 
	Objective 4: 
	Deliverable 1: 
	Deliverable 2: 
	Deliverable 3: 
	Deliverable 4: 
	Deadline 1: 
	Deadline 4: 
	Deadline 3: 
	Deadline 2: 
	Complete1: Off
	Complete2: Off
	Complete3: Off
	Complete4: Off
	Document 1: 
	Document 2: 
	Document 3: 
	documentOwner1: 
	documentOwner2: 
	documentOwner3: 
	Committee Chair Name: 
	Chair Email: 
	Chair Phone: 
	Committee Member 2 Phone: 
	Committee Member 3 Phone: 
	Committee Member 4 Phone: 
	Committee Member 5 Phone: 
	Committee Member 6 Phone: 
	Committee Member 7 Phone: 
	Committee Member 8 Phone: 
	Committee Member 9 Phone: 
	Committee Member 10 Phone: 
	Committee Member 11 Phone: 
	Committee Member 12 Phone: 
	Committee Member 2 Email: 
	Committee Member 3 Email: 
	Committee Member 4 Email: 
	Committee Member 5 Email: 
	Committee Member 6 Email: 
	Committee Member 7 Email: 
	Committee Member 8 Email: 
	Committee Member 9 Email: 
	Committee Member 10 Email: 
	Committee Member 11 Email: 
	Committee Member 12 Email: 
	Committee Member 1 Agency: 
	Committee Member 2 Agency: 
	Committee Member 3 Agency: 
	Committee Member 4 Agency: 
	Committee Member 5 Agency: 
	Committee Member 6 Agency: 
	Committee Member 7 Agency: 
	Committee Member 8 Agency: 
	Committee Member 9 Agency: 
	Committee Member 10 Agency: 
	Committee Member 11 Agency: 
	Committee Member 12 Agency: 
	Committee Member Name 2: 
	Committee Member Name 3: 
	Committee Member Name 4: 
	Committee Member Name 5: 
	Committee Member Name 6: 
	Committee Member Name 7: 
	Committee Member Name 8: 
	Committee Member Name 9: 
	Committee Member Name 10: 
	Committee Member Name 11: 
	Committee Member Name 12: 
	meetingDate1: 
	meetingDate6: 
	meetingDate7: 
	meetingDate8: 
	meetingDate2: 
	meetingDate3: 
	meetingDate4: 
	meetingDate5: 
	Start Time Meeting 1: 
	Start Time Meeting 2: 
	Start Time Meeting 3: 
	Start Time Meeting 4: 
	Start Time Meeting 5: 
	Start Time Meeting 6: 
	Start Time Meeting 7: 
	Start Time Meeting 8: 
	End Time Meeting 1: 
	End Time Meeting 2: 
	End Time Meeting 3: 
	End Time Meeting 4: 
	End Time Meeting 5: 
	End Time Meeting 6: 
	End Time Meeting 7: 
	End Time Meeting 8: 
	Meeting Location 1: 
	Meeting Location 2: 
	Meeting Location 3: 
	Meeting Location 4: 
	Meeting Location 5: 
	Meeting Location 6: 
	Meeting Location 7: 
	Meeting Location 8: 
	Action Item 1A: 
	Action Item 1B: 
	Action Item 1C: 
	Action Item 2A: 
	Action Item 2B: 
	Action Item 2C: 
	Action Item 3A: 
	Action Item 3B: 
	Action Item 3C: 
	Action Item 4A: 
	Action Item 4B: 
	Action Item 4C: 
	Action Item 5A: 
	Action Item 5B: 
	Action Item 5C: 
	Action Item 6A: 
	Action Item 6B: 
	Action Item 6C: 
	Action Item 7A: 
	Action Item 7B: 
	Action Item 7C: 
	Action Item 8A: 
	Action Item 8B: 
	Action Item 8C: 
	1aComplete: Off
	1bComplete: Off
	1cComplete: Off
	2aComplete: Off
	2bComplete: Off
	2cComplete: Off
	3aComplete: Off
	3bComplete: Off
	3cComplete: Off
	4aComplete: Off
	4bComplete: Off
	4cComplete: Off
	5aComplete: Off
	5bComplete: Off
	5cComplete: Off
	6aComplete: Off
	6bComplete: Off
	6cComplete: Off
	7aComplete: Off
	7bComplete: Off
	7cComplete: Off
	8aComplete: Off
	8bComplete: Off
	8cComplete: Off
	MeetingFrequency_Weekly: Off
	MeetingFrequency_Monthly: Off


