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	Type of interaction 
add or delete rows as needed
	Date 
or approximate date
	Method of communication 
in person, text message, phone call, email, online, etc.

	Initial conversation 
to introduce Climate Heroes and develop Action Plan
	
	

	Remote check-in (optional) 
to provide encouragement and remind participant of the upcoming follow-up conversation
	
	

	Follow-up conversation #1 
to review progress on Action Plan and provide support
	
	

	Remote check-in (optional) 
	
	

	Follow-up conversation (#2) 
	
	

	Remote check-in (optional) 
	
	

	Final conversation 
to discuss outcomes and reflect
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@ Meeting Planner

This template is designed to help you record and plan your follow-up conversations with participants.

Scheduling these meetings in advance will enhance accountability and motivation and will help you keep track of
the engagements you've had with participants.

o Record Meetings: Use this template to document each follow-up conversation and remote check-ins.

o Schedule in Advance: Plan your follow-up meetings ahead of time to ensure consistency.

Adjust as Needed: Depending on your implementation period, you may need more or fewer follow-up
conversations. Feel free to add or delete rows as necessary.

Balance Timing: Allow a reasonable time between conversations to provide encouragement and support
while being realistic about the time needed to progress on actions.
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