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INTRODUCTION 
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CREATING YOUR EVENT 
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INVITING ATTENDEES/PROVIDING ATTENDANCE 
INFORMATION: 

ACTION NEEDED? WHO? SET-UP? 
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EVENT CONTENT PREP: 
ACTION NEEDED? WHO? SET-UP? 

15 MINUTES BEFORE EVENT START: 
ACTION NEEDED? WHO? SET-UP? 
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AT EVENT START: 
ACTION WHO? SET-UP? 

DURING THE EVENT: 
ACTION WHO? SET-UP? 
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REPLAY PROCESSING: 
ACTION NEEDED? WHO? SET-UP? 
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