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HOW TO CONDUCT A MEETING
Input: 

· The foundations
· Attributes for a successful meeting facilitator

· Accommodating individual styles

· Planning your meeting

· Agenda questions

· Planning the meeting environment

· Recording minutes of meeting

· 20 techniques to improve meeting productivity

Methodology:

Lectures, Discussions, Experience Sharing, Role Plays.
Benefit to the Participant:

· Improve meeting productivity
· Boost creativity and teamwork
· Brainstorm ideas, gather information and make decisions
· Implement decisions made

· Evaluate meeting effectiveness
Batch Size: 15 – 25 participants
Duration: 1 day

For whom is this program?

Managers in all functions. 
Costs : Rs 5500 / = per participant per day 

Locations : Mumbai , Delhi , Kolkatta, Hyderabad, Chennai , Bangalore, Pune , Ahemadabad, Nagpur ,Jaipur , Baroda, Luckhnow , Bhubhaneshwar, Gauwhati , Vizag , Cochin , Coimbatore , Madurai ,Indore , Raipur ,Bhopal ,  
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