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 • The meeting title should be short and precise. 

This must briefly describe what will be 
discussed during the whole meeting.  

 • Each agenda item to be discussed must be 
listed in the 'Agenda Item' column of the 
template. The list must reflect the flow of the 
meeting.  

 • Individuals presenting each agenda item must 
be indicated in the section beside their 
corresponding agenda items.  
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