KEY/TAPESCRIPT:

if & meeting Is to be productive, it shouwld have Ta dear
and stated purpose that all the participants know and
understand, You should appoint a Zehalrpersan whao
manages and controls the meeting

Your miust write an *agenda, or kst of tems o be
discussed and send it 4to all the people concerned. They
should *prepare for the meeting and come to it with
ideas to contribute,

You hawve to Sattach a time limit to each point, olfweeioe
there s a risk that some of the iterms will not be dealt with
at all.

You ought to limit the meeting to 20 minutes, if not,
viou have to 3schedule breaks into the agenda,

You dont meed to “invite all the important statt
members to every meetlng. But vou should send other
sensor stall members othe minutes, or summary of what
witd diiscussed,

The minutes should include Va clear summary of the
Important points - you don't have to include
everything that was sald at the meeting, However, you
need to nclude actions decided upon at the meeting,
Lastly, the minutes should be sent within twenty-four
howrrs. It b5 essential to kesp the Smeeting's results and
Fukipre acbbEie chaar iy asdar s mm L v



