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Building the Future…Academic Affairs Mentoring Program
Meeting Preparation Form
Date:         

Time:      


Location:   
	Meeting Objectives: (Fill out at beginning of each meeting)                    Met?                                                                          

	
	

	
	

	
	

	
	

	
	

	
	


(If objectives are not all met, you can put them on the next meeting agenda.)

	Action Items: (To do by next meeting)                                                     Complete?                                    

	
	

	
	

	
	

	
	

	
	

	
	


Review these items at the beginning of every meeting to see if items are complete or if 

support is needed to complete an action item. 

Meeting objectives and action items should support the mentee’s goals. Please review mentee’s program development plan on a regular basis.  

	Notes:

	

	

	


	Next Meeting Date, Time and Location:
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