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I.
Purpose
To provide for staff meetings and management meetings.

II.
Scope
            These meetings apply to all office personnel, to provide efficient staff 




meeting times for training and special subjects, while providing needed 




time for management training and operational development. 

III.
Responsibility


A.  Staff Meetings are for the entire office staff.  These meetings typically last 45 to 60 minutes and are held as scheduled.  These meetings may be on training or to discuss special events/situations which need to be addressed to the entire staff.

B.  Management Meetings are for the buyers.  These meetings typically last 1 -12 hours and are held as scheduled usually in the Purchasing Manager=s office.  These meetings are primarily training oriented for professional growth and departmental operational development.
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