WRY SETTING AN AGENDA IS IMPORTANT.

\/ IT HELPS POTENTIAL ATTENDEES DECIDE WHETHER THEY NEED TO ATTEND.
s/ IT HELPS INVITEES TO PREPARE FOR THE MEETING.

\/ IT PROVIDES A STRUCTURE FOR THE MEETING.
Q’ SIMILARLY, IT ALLOWS THE CHAIR TO GCONTROL THE MEETING.

Q’ AND IT GIVES A WAY IN WHICH THE MEETING'S SUCCESS CAN BE JUDGED.

DIFFERENT MEETINGS REQUIRE DIFFERENT TYPES OF AGENDA, BUT THERE ARE
FIVE OR SIX BROAD AREAS YOU SHOULD ALWAYS COVER.
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