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DRAFT

This list describes functions that Subgroup Chairs are expected to do or delegate to other members.  The level of importance for each of these functions may depend on the nature of the Subgroup.

For the Subgroup:

· Plan agenda for Subgroup meetings 

· Run Subgroup Meetings, facilitating if necessary (Subgroups may also request the services of the Facilitator contracted by the WMI Core Group)

· Assign scribe for Subgroup meetings

· Coordinate with Subgroup members on agenda/action items prior to or after meetings

For the Core Group:

· Attend Core Group meetings

· Represent the Subgroup during Core Group discussions

· Prepare a monthly status report, and present this at Core Group meetings (verbally or in writing)

· E-mail monthly status report to WMI Project Coordinator

· Provide subgroup products, information on subgroup activities, etc. to WMI Project Coordinator as requested

· Coordinate with WMI Project Coordinator to agendize and plan for Subgroup items that require Core Group action or approval
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