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O O How to structure a meeting[

An agenda helps.Besides that[1 we need a key skill(]

ofcovering matters in the agenda as well. Most meetings have all agenda——a list of matters tobe discussed in the
meeting.When you decide what to talk about in the meeting[] you set the’ agenda’ .The person in charge of
setting the agenda and running the meeting is the* chairperson’ .A key skill of covering matters in the agenda is
making connections. Tllissometimes means spelling out the link between one pon and the next.It also mealls
decidingon the best order in which to deal with different subjects.
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