2. Did you sendthe agendaout in advance?
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Hasanagendabeenprepared?

Hasthe meetingbeenscheduledar enoughin advanc el@preparefor

it?
Is the metingroom fully equipped.e.qg.,projector, supplies”
Haveall the appropriate attendeedeenidentif ofi
During the meeting,did you provide everyonewith opportunityto participate?
Did you identify the goalsand objectiv

thegneeting?
Haveyou identified the roles@andresponsibllitiesfor the meeting?

Is therearegularschedulees orf'the meeting?

10. Haveyou determin r will betakenandhow theywill be

distributed?
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