Business Advisory Committee

Kathryn Langston, Chairperson

Planning Checklist

Action Item
Contact Person
Date completed

Select date and Time


Ms. Morgan


Reserve Meeting Room





Set up Meal for date and time


Libby Cone


Set up Menu


Rick


Contact business Chairperson, Susan Strawn





Prepare list of contacts


Everyone


Prepare Agenda





Copy Minutes of last meeting





Prepare Letter of Invitation





Prepare Merge documents





E-mail or call contacts by





Send Invitation Letters





E-mail reminder or call to remind





Name Tags





Note Pads and Pens
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