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Instructional Notes:  
Use this template to create a visual of the participants attending the virtual meeting so you can get a better sense of who you’re speaking with during the meeting.   

Populate it with information prior to the meeting and use it as a fun tool for round the table introducations.  For reoccurring meetings, we suggest that you populate the template for the first meeting and then use your populated version to make updates based upon the current meeting attendees. 
You can have fun with it by adding pictures, interesting notes about team members and other items to spice up your meeting.

.  

Potential Uses:

· To identify the name, title and location of each meeting participant

· To identify which time zones are represented on the call and the person(s) residing in those time zones

· To assist in roll call
· To give a picture to go with the voice when working virtually

· To go around the table to hear from each person when you need a verbal assent to a decision or input on a question.
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