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Communities of Excellence—Meeting Agenda Example
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This example includes both standing agenda and additional meeting items to demonstrate how a standing agenda can be adapted for specific meetings.
[bookmark: _Hlk17899069]


CoE Steering Committee
Meeting Agenda

	Date
	2/04/2020 

	Time
	2pm–3pm

	Location
	Virtual Meeting Room


	Invitees
	Names have been omitted from this example



Meeting objectives:
Update on COVID-19 issues
Update on status of telehealth & e-prescribing work streams
[bookmark: _GoBack]
	Item
	Topic
	Attachment

	1
	Introduction and welcome
Welcome and acknowledgement of country
	

	2
	Previous minutes
Confirmation / review of minutes from previous meeting
	Link or reference meeting minutes

	3
	Previous action items
Review of actions from previous meeting
	Link to or reference action log, if kept as a separate document

	4
	Standing agenda items
General project update
Measuring project success—what success looks like, how it is being measured, how measurement can be improved, etc.
Upcoming engagements & community events
General issues and risks
	

	5
	COVID-19 update
Update on the issues arising from COVID-19
	

	6
	Telehealth
Opportunities & issues provided by the increased use of telehealth
	

	7
	e-Prescribing
Update on the status of the fast-tracking of the e-Prescribing project
	

	8
	Any other business
	

	9
	New actions
Review of new action items and any requirements for next meeting
	

	10
	Next meeting
Confirmation of next meeting—9 April 2020.
	

	11
	Close of meeting
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