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Usual Time 9.30-12.30 am 9.30-11am 9.30-11 am 9 -11 am 9-11 am 2 - 5pm 3.30 - 6pm 8 - 10am 1-3 pm 8 - 9 pm 2 - 4.30 pm 9-10 am 8 - 10.30 am
Submission of agenda 
items to meeting 
organiser

7 days prior mtg date Meeting organiser: VC's 
Office (VCO) 14 days prior 6 weeks prior 6 weeks prior 5 weeks prior 5 weeks prior 5 weeks prior 5 weeks prior 5 weeks prior 5 weeks prior 5 weeks prior 5 weeks prior

Agenda 
confirmation/approval 6 days prior mtg date VCO, timing varies 7 days prior 2 weeks prior 2 weeks prior 2 weeks prior 2 weeks prior 2 weeks prior 2 weeks prior 2 weeks prior 2 weeks prior 2 weeks prior 2 weeks prior

Submission of  papers 
to meeting organiser

same as submission of 
agenda items VCO, timing varies 10 days prior 1 day prior (presentations) 1 day prior (presentations) 2 weeks prior 2 weeks prior 2 weeks prior 2 weeks prior 2 weeks prior 2 weeks prior 2 weeks prior 2 weeks prior

Circulation of meeting 
pack to attendees 5 days prior mtg date VCO, timing varies 7 days prior NA NA 1 week prior 1 week prior 1 week prior 1 week prior 1 week prior 1 week prior 1 week prior 1 week prior
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