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Meeting Title

MEETING
PLANNER

Location

§Booking Office Weekly Meeting

117 Holland

Day/ Date

Material & Preparation Needed

Person(s)
Responsible

notes from previous meeting

everyone

‘booking calendar

. Dana

‘promo tracking book

interns

‘web calendar printed

. interns

Agenda Items

Presenter

1. review last week's delegated tasks

2. scrutinize web calendar print outs

3.

© ® N @ b

10,

 11.

12.

13.

14.

15.

16.

17.

18. review this week's delegated tasks

Scheduled Start / End Times Actual Start /| End Times

Next Meeting Day / Time

Attendance




Person(s)
Delegated Tasks Responsible

Notes
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