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1.  Be Organised
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2.  Be Specific about what you want to 
    talk about
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3.  Be aware of the Time 
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4.  Keep on track of what you are talking 
   about
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5.  Give everyone a chance to talk

Please Turn Over
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6.  Decide what you want to achieve from 
     the meeting
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7.  Be polite, even if you disagree with 
                             someone
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8.  Do not allow constant interruptions

9.  Do not leave unanswered questions or 
                            unresolved issues

10 .  Thank everyone for coming
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