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Handout #1 – A Sample Agenda

999 Sqn

Anywhere St.


<- Not Required if agenda is internal
Somewhere, SP

D3H-4B8

1085-10(F/Sgt. Jones)
<-File number and originator in brackets
01 Apr 99

<- Short date
Distribution List
<- Multiple addressees’
AGENDA FOR A MEETING OF THE SOCIAL 

<- Last line longest and underlined ACTIVITIES COMMITTEE TO BE HELD IN THE



           SQUADRON CONFERENCE ROOM AT 1830 HRS 12 APR 99
AGENDA ITEM







SPONSOR
1.
Example. This is the format an agenda will take.

Sgt. Mine

2.
Layout. The agenda has most of the same structures as
F/Sgt. Same
 a memorandum. It is basically a memo that lets people know



 the items that you as the chairperson would like to cover for the


 next meeting. It also gives people who are going to attend the 

 meeting time to prepare.




<- Six spaces

R.K. Jones

F/Sgt.

Chairperson social activities committee

4598

Distribution List

F/Sgt. Same

Sgt. Mine

Cpl. Bears

Cpl. Richter

