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MEETINGS

Arrange as many meetings 
in advance of the 
event as possible.

Spread these times 
throughout the course 

of the event/day. 

Ensure there is good 
ventiliation and clean all 

surfaces between meetings.

Encourage meetings 
to take place at less 

busy periods.

Encourage hybrid solutions 
and virtual meetings.

Limit the length of meetings 
to 15 minutes or less wherever 

possible. Unless you have 
taken additional measures.


