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Introduction Topic 1

Supporting Data/Ideas:
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Supporting Data/Ideas:
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Supporting Data/Ideas:

Conclusion

Transitional Statement:

Transitional Statement:

Transitional Statement:

Transitional Statement:

Main take-away/objective:

Break up data-driven topics 
with a story or analogy.

MINUTES

Closing Statement:Positioning Statement:

DISTINCTIONCOMMUNICATION.COM

Start with something 
outside the box.

Don’t end on Q/A. 
Do a soft close summarizing 

ideas, invite questions, and end 
with final thoughts.


