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MEETING WITH   

DATE & TIME  

Purpose 
The reason we are meeting today is…  
 

Time 
I believe we had 60 minutes scheduled. Did you have a hard stop? 
 

Agenda 
Here is our agenda. Would you like to add anything that was missing? 
 

Outcomes 
At the end of this meeting…  
 

Biggest Fear 
What is your primary concern going into the meeting? 
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