KURZY Template for: Effective meetings
KOMUNIKACE

MEETING GOAL: (what OUTCOME do we need to achieve by having that meeting)

WHAT | NEED TO INFORM THEM OF:

WHAT | NEED TO SHOW THEM:

WHAT | NEED TO INQUIRE OR FIND OUT FROM THEM:

WHAT WE NEED TO DECIDE:
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OUTCOMES from that meeting: (what we have decided etc,)

TASKS from that meeting:

WHO DOES WHAT BY WHEN FORWHOM

NEXT meeting?
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