Pre-Meeting Information
	
	

	
	Date arranged:              PR&C:              

	
	

	Location:
	

	
	

	
	

	
	

	Date:
	

	
	

	 Time:

	

	
	

	Subject:
	

	
	

	
	

	Point of Contact:
	

	
	

	Telephone:
	

	
	

	Room(s) size:
	

	
	

	                              Cost:


	

	Equipment needs:
	

	
	

	
	

	
	

	Special Arrangements:
	

	
	

	
	

	
	

	Meeting conflicts:
	

	
	

	
	

	Corps Participants:
	

	
	

	
	

	
	

	Other Participants:
	

	
	

	
	

	  Confirmed:

	Date:

	
	

	Coordinator:
	


