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Meeting Roles 

 

Host:   [Name and Designation here] 

Total Attendees: [write here number of total attendees] 

Time-Keeper: [Name and Designation here] 

Facilitator: [Name and Designation here] 

Note-Taker: [Name and Designation here] 

Refreshments: 

Buddy for absent members: [Add here] 

 

Meeting Objectives: 

 

1. __________________________________________ 

2. __________________________________________ 

3. __________________________________________ 

4. __________________________________________ 

 

 

   

 

MEETING ITINERARY 

Corporate Company 

123 Main Street 

New York City, USA 

 

A General Meeting: 


