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Create a plan of what you’re going to do during the meeting.

Who is responsible for preparing what?

Who will do what during the meeting?

What’s the schedule going to be like?

Will you need breaks in between?

How long will each training session be?

What you’re going to say?

How you’re going to engage with the participants?
What materials will you need?

Is there enough time for every element of the meeting?
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