Collaborative Writing Project

Course Name
Group Members:

Date____________

Collaborative Writing Project

Writing Plan


Meeting Planning Guide

1. List time, date and location for the meeting.

2. What issues will be discussed? (List agenda items in order of priority.) Review the project goals and priorities. What results are expected at this point? What is the progress to date?

3. What is each participant’s responsibility at the meeting? (Who will lead? Who will take notes? Who will be in charge of filling out the assignment?)
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