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Los Angeles Unified School District
P E R S O N N E L  C O M M I S S I O N – 333 South Beaudry Avenue, 16th Floor, Los Angeles, CA 90017

Sample Agenda

Date: MM/DD/YY     
Time: 00:00 - 00:00am
 Location: Conference Room #
· Purpose:  The overall objective of the meeting
· Agenda:
· Assign Meeting Roles
· Scribe (to take meeting minutes)
· Time Keeper (to keep meeting on time and task)
· Kudos Sharing
· Jane Merit – Recognition for organization at symposium 
· Team – Recognition for stepping up while I was on vacation
· Topic #3
· Subtopic A
· Subtopic B
· Ask attendees for additional topics
· Subtopic A
· Subtopic B
· Next steps and closing
· Next steps
· Thank you
