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						Abstract
Put your Abstract, which provides a brief synopsis of your paper, on this page. The abstract begins at the right-hand margin with no paragraph indentation.  The abstract is a brief but comprehensive summary of the paper, typically from 150 to 250 words, and usually no longer than half a page.  The abstract is told in third-person point of view and highlights the thesis and main points of the paper.  





Title of your paper
Start your paper by providing a short summary/introduction that outlines the situation and why you are organizing a meeting.












Meeting Attendees
Outline who will be invited to the meeting.






Meeting Objectives and Deliverables
Outline your objectives for the meeting, and the expected “deliverables” or end products that you expect the meeting group to produce.












Meeting Agenda
Outline the specific Agenda for the meeting, including the topics to be covered, the timing allotted for each topic and the discussion leader(s) for each topic. Be sure to include discussion regarding on-going action items and who is responsible for forward assignments, as well as agreement on if/when the group will meet again.



Meeting Invitation
Draft the meeting invitation (to be sent as an email or meeting request) that you will send to the invited meeting participants.







Project Workspace
Describe how you would organize the project workspace, what types of materials should be posted – and why.













Conclusion
Include a short Conclusion that summarizes your plan for the meeting. Include any other pertinent comments that will help your reader understand the importance of thorough meeting planning.



Your paper MUST be a minimum of 4 FULL pages in length – and no more than 6 pages (excluding the title page, Abstract page and References page).
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(These are reference examples only, obviously. Be sure you include appropriate in-text citations for all reference sources that you list. At least 5 scholarly references are required for this paper. You may use the textbook as one of your reference sources.)



