AGENDA FORMAT

(Sample)

SANTA CLARA COUNTY REGIONAL OCCUPATIONAL PROGRAM-SOUTH

A G E N D A

1.
Introduction of Members and Guests

2.
Purpose of Meeting

3.  Review of Curriculum

· Previous Year’s Committee Recommendations

· Course Description - Job Titles

· Course Outline and Hours of Instruction


(or Proposed Course Outline and Hours of Instruction)

· Training Plans

4.  Review of Instructional Materials

5.  Review of Equipment

6.  Job Market Information - Future Trends

· 
Review of Labor Market Analysis

· 
Job Placement

7.  Suggestions and Recommendations

8.  Set the Date and Time for Next Meeting

9. Tour of Facility (optional)

