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Administration Recurring
Meeting Schedule

To streamline our operations and enhance communication across departments, we have
established a recurring meeting schedule. This schedule is designed to ensure regular
updates, facilitate strategic planning, and foster a culture of transparency and

collaboration.

Meeting Type Frequency Day Time Location/ Primary
Virtual Link Objective
Leadership Weekly Monday 9:00 AM Conference Strategic
Team Meeting Room B / planning and
[Link] leadership
updates
Department Bi-weekly Wednesday 11:00 AM Conference Department
Heads Room A / updates and
Meeting [Link] Cross-
functional
alignment
Project Monthly First Thursday 2:00 PM Virtual [Link] Review of
Review ongoing
Meeting project status
and
milestones
All-Hands Quarterly Last Friday 4:00 PM Main Company-
Meeting Auditorium / wide updates
[Link]) and
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