SAMPLE AGENDA:


DFO PLANNING MEETING





TYPICAL AGENDA:





Conduct situation briefing.�


Discuss operational priorities.�


Specify objectives for each functional unit.�


Review critical issues from previous meeting.�


Identify new critical issues and assign action agents to each.�


Make administrative announcements.








GROUND RULES:





Turn pagers to vibrate, and turn off cellular phones.�


Be concise; raise critical issues only.�


End meeting within 30 minutes.
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