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for you. In it you will find: how to decide whether there should be meeting how to set up the agenda the
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meeting how to write the minutes how to get the best out of the participants how to deal with di<icult people
There are also: a checklist for the meeting chair agenda example and agenda template minutes example and
minutes template a checklist for how to improve your meetings a checklist for getting the best out of people a
checklist for the minute taker a checklist for dealing with disagreements, differences and conflict.
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