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Attendees & titles:   
_________________________________________________________________________________________ 
_________________________________________________________________________________________ 
_________________________________________________________________________________________ 
_________________________________________________________________________________________ 
_________________________________________________________________________________________ 
Desired outcomes (issues to be resolved, opportunities to advance, questions to be answered in meeting):  
1. ______________________________________________________________________________________ 
2. ______________________________________________________________________________________ 
3. ______________________________________________________________________________________ 
4. ______________________________________________________________________________________ 
 

Meeting agenda: 

Time Topic Owner/Presenter 

_____________ ______________________________________________________ _________________ 

_____________ ______________________________________________________ _________________ 

_____________ ______________________________________________________ _________________ 

_____________ ______________________________________________________ _________________ 

_____________ ______________________________________________________ _________________ 

_____________ ______________________________________________________ _________________ 

 
Pre-meeting information needed: _____________________________________________________________ 
Introduction key points: _____________________________________________________________________ 
Status, facts, background: __________________________________________________________________ 
 _______________________________________________________________________________________ 
Alternatives to consider: ____________________________________________________________________ 
Client evaluation criteria: ____________________________________________________________________ 
Benefits of proposed solution: ________________________________________________________________ 
What makes key points believable: ____________________________________________________________ 
Next steps: ______________________________________________________________________________ 
______________: _________________________________________________________________________ 
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Meeting Notes: 
 
Key Points: 
 
 
 
 
 
 
 
 
 
 
 
 
 
Decisions Made: 
 
 
 
 
 
Actions to be taken: 

 Actions Owner 
Due  
Date 

Comments 
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