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MEET & GREET CHEAT SHEET 
 

Use this as a guide when you meet with colleagues from other departments. Take notes 
so you remember what you need to follow up on or agreements made. 
 
Department:      Date of meeting: 
 
Name:       Title: 
 
1. What do you do in your department? 

 

2. How did you end up working in this area? 

 

3. What suggestions do you have for our two areas working together more effectively? 
 

 

 

4. How should I handle a problem if one arises? 

 

5. Is there anything else I need to know or something that you need from me? 
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CONTACT VICKI HESS, RN, MS, CSP, FOR MORE INFORMATION 
ABOUT KEYNOTE SPEECHES, TRAINING WORKSHOPS, CONSULTING 
AND PRODUCTS. 
 
OFFICE: 410-560-7212 

EMAIL: VICKI@VICKIHESS.COM 

WEBSITE: WWW.NURSEKEYNOTESPEAKER.COM 

MAIL: 9 PINEWOOD FARM COURT 

OWINGS MILLS, MD  21117 
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