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Exercise 1 Templates
a. What are some of the items that need to be on an agenda?
1.
2.
3.
4.
5.

Search and find two good agenda templates. Save them.

b.  What are some of the items that need to be in the minutes.
1.
2.
3.
4.
5.
Search and find two good minutes templates. Save them

Exercise 2 Using the internet for an audio meeting (VOIP)
a. Find and name two packages that provide an audio meeting capability.
b. What hardware and what software are required?
c. Identify five main features


Exercise 3 Using the internet for Video conferencing
a. Find and name two packages (different from the ones above) that provide video conferencing capability
b. What hardware and what software are required?
c. Identify five main features
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