Purpose:

This form is to be used for sign in during an event for meals, meetings, etc.

Fields:

e Start Time: Enter the time the activity (i.e. meals, meetings, etc.) starts.

o End Time: Enter the time the activity (i.e. meals, meetings, etc.) ends.

e Purpose: Enter the purpose of the meeting sign-in activity (i.e. meals, meetings, etc.)
e Last Name: Enter the participant Last Name

e First Name: Enter the participant First Name

o Position Title: Enter the participant Position Title

o Entity: Enter the participant Entity

e Email: Enter the participant Email Address

e Phone: Enter the participant Phone Number
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