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The Meeting Request Model The Meeting Request Model

What is it and
is it actionable? NO —

Do You Have All The Information You Need?

It's much easier ot prioritize meeting requests when you have
the information available.

YES

Make sure you find out:

Do you have * The agenda
all ";2:":::3;““ * Exactly what decisions need to be made that require
your particpation
* Pre-meeting preparation required

e Location
Does it relate e Length of the meeting
to a Meaningful * Attendees

.eaning
Objective? * Due date for the meeting

Can you
delegate it?

Can you add
it to an existing
meeting agenda?

What is

YES the priority?

Calendar it

Create
SNA
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