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Brainstorm meetings are a vital part
of any healthy team. But they can
People Needed To Attend Meeting: either be productive or tortorous!
Think ahead, and use these 9 tips to
plan and prepare better!

Topic(s) to be covered:

Meeting Objective:

actionsteps
Date of Meeting: ”‘éﬁiﬁr {'%%5;" ms do.

Due Date To Distribute Topic(s):

Who will serve as point person for this meeting?

How much time do you want to allow for each topic? *Communicate
this before meeting!

How will you acknowledge the 9:1 ratio?

Who will be the transcriber for this meeting?

How will you reward ideas in your meeting?

When do you want to reach back out to your team after the meeting
for more ideas?
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