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Business Development Meeting

Announcement Memorandum Worksheet
To:

From:

Date:

Subject:

Draft your memorandum text here.

Listing of Private Meetings

for Affected Employees
All private meetings to be held before:      .





(date of company-wide meeting)

Employee Name
Comments
             Date of Private Meeting

     
     

     

     

     

     
     
     

     

     

     

     
     
     

     

     

     

     
     
     


     

     



     

     
     
     

     

     

     





     
First Business Development Meeting

Agenda Worksheet

Business Development Meeting Agenda

     
(date)

Schedule of Business Development Meetings



For the year:      


Meetings will be held:      




          (monthly, quarterly, other)


First Business Development Meeting 

     








(date)


Second Business Development Meeting  
     








(date)



Third Business Development Meeting  
     








(date)



Fourth Business Development Meeting  
     








(date)
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