
Sample Agenda – Investigation Committee Meeting
(Name) COMMITTEE

AGENDA

(Date and Time)

.
1. Call meeting to order, take roll, and circulate sign-in/mileage claim sheet 
2. Review agenda 
3. Review/approve minutes of prior meeting(s) 

4. Investigations 

· For each on-going investigation, discuss significant research, site tours, interviews, and other activities since last committee meeting.

· Review and discuss Report Logic Matrix
· Update Project Management Plan if needed

· Discuss next steps in investigation 

· Discuss whether to get full jury approval to proceed from an investigation to drafting a report
· Assign tasks and due dates

5. Reports
· Assign writers for any newly authorized report

· Review draft report(s)

· Approve forwarding draft to full jury, Editorial Committee or legal advisor

6. New Business
· Discuss any new complaints or ideas for new investigations (conduct juror conflict check first)
· Discuss task assignments and due dates, and future agendas and events  
Adjourn 
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