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Memorandum
To:

LWI Board
From:

_______________, Committee Chair(s)
[list committee members with institutional affiliations]
Date:

_____________________
RE:

Report of Committee Activities
_____________________________________________________________

Committee Liaison:

Committee Charge:

[State committee charge here]

Completed Tasks:

[This can be a bullet list or narrative form.  Any formatting (like bold print) that helps distinguish action items from more detailed explanations is appreciated.]

Activities/Tasks in Progress:

[Describe ongoing projects, tasks, or activities, including upcoming events or other plans.]

Reflection/Assessment:

[Include thoughts about whether the committee is maximizing its potential.  If not, feel free to include suggestions about projects, personnel, or organization that might better maximize the committee’s strengths.  If a committee charge has been fulfilled or you believe the committee could strengthen LWI in additional ways, feel free to suggest an additional or future charge for the committee.]

