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Meeting	minutes	to	delineate	the	subject	of	a	meeting,	including	all	matters	and	votes.	It	is	not	a	transcription,	but	should	contain	all	the	details	for	the	missing	members.	The	corporate	gathering	usually	follows	a	schedule	of	gathering-laped	meeting	given	to	all	participants	before	starting.	After	the	meeting,	the	president	will	analyze,	approve	and
sign	the	minutes	that	is	then	distributed	to	the	participants.	By	type	(20)	Secretaries	minutes	is	about	detailing	and	clearly	communicating	the	items	discussed.	Remember,	this	is	not	a	transcription	and	should	not	tape	that	it	is	said.	It	is	described	as	a	summary	of	the	meeting	detailing	topics	covered	and	any	decisions	taken.	Step	1	Prepare	a	meeting
schedule	before	a	meeting,	often	the	meeting	schedule	will	be	created	as	a	sketch	of	following	for	the	following	participants	and	remain	on	the	track.	The	calendar	will	generally	have	items	to	talk	about	with	time	periods	set	for	each	topic.	Step	2	Ã	¢	Who	watched	/	Absent	Meeting	minutes	also	work	as	a	list	of	presence	to	the	list	that	appeared	and
that	was	missing.	The	call	list	or	other	way	to	find	out	who	is	present	should	be	conducted.	Step	3	A-Note	Taking	Discussions	The	main	points	should	be	summarized	for	each	topic	that	is	discussed.	For	example,	if	there	is	a	disagreement	on	a	decision,	the	positions	of	each	individual	must	be	recorded.	Step	4	A	recording	of	important	decision
proposals,	a	young	man	can	be	called	to	put	a	vote	of	the	participants.	Each	individual	should	clearly	indicate	their	Yeas	A	and	NAYSÃO	¢	which	is	written	down	and	entered	the	minutes.	Step	5-The	approval	achievement	after	the	meeting	was	suspended,	the	minutes	must	be	approved	by	the	president	before	being	distributed.	The	president	will
analyze	and	make	sure	unwanted	details	do	not	leave	the	room.	After	signature,	the	minutes	can	be	distributed	to	the	appropriate	parts.	Tasks	Glossary	Action	Itemsa,	¢	Created	to	be	completed	at	a	later	time.	Act's	approval	to	make	the	minutes	can	be	distributed.	Attendeesã,	the	one	present	and	absent.	Council	Meeting	The	Scheduled	AA	Meeting
of	an	organization	and	its	officers,	directors	and	shareholders.	Board	of	Administration	A	group	of	individuals	designated	by	an	organization	to	make	important	decisions.	Call	for	Orderan,	includes	the	goal,	location	and	date.	President	Ã	¢	The	speaker	of	the	Meeting	(commonly	a	CEO	or	president).	Director	to	the	Director	is	a	person	who	is	part	of
the	Administration	Board.	It	calends	a	discussion	topics	meeting	that	are	approved	by	members	before	or	during	the	meeting.	Movement	to	the	motion	is	suggesting	voting	by	the	elegable	members	of	a	meeting.	Parking	lots	of	some	items	that	are	not	spoken	but	mentioned.	Quorum	to	the	minimum	number	of	individuals	required	to	have	a	recognized
meetings.	Resolution	makes	vote	that	is	taken	because	of	a	movement	is	done	in	a	resolution	after	voting	and	written	in	minutes.	Roll	Call	to	take	care	while	introducing	the	names	of	the	gifts	and	absent.	Secretary	to	the	Anotator	during	the	meeting.	Sample	Download:	Adobe	PDF,	MS	Word,	OpenDocument	How	to	Write	Download:	Adobe	PDF,	MS
Word,	OpenDocument	Step	1	Ã	¢	Celebrate	the	holidays	with	our	seasonal	models.	Download	templates	now.	Recording	and	documenting	meetings	is	now	easier	than	ever	with	a	gathering	minutes	model	in	Microsoft	Word.	Minutes	models	to	capture	meetings	All	important	details	in	the	exact	format	you	need	for	your	school,	company	or	club.
Registration	elections,	relatives	of	commissions,	budgets,	special	announcements	and	more.	A	minute	gathering	model	has	sections	for	each	topic	discussion,	including	schedule	item,	presenter,	discussion,	conclusions,	action	items,	owners,	and	deadlines.	The	clean	layout	and	simple	formatting	of	each	model	of	Meeting	minutes	helps	annotators
remain	on	the	track	and	give	more	focus	to	the	of	the	Meeting	and	Flow.	Club	either	employees	can	easily	navigate	the	model	minutes	minutes	Stay	up	to	date	on	the	last	news,	if	they	were	present	at	the	meeting	or	not.	Design	your	own	minute	with	the	Meeting	Notes	template	or	use	a	specific	minute	template	such	as	the	education,	the	PTA
gathering	or	the	informal	design	of	the	meeting.	Choose	the	format	that	works	best	for	your	group	from	the	collection	of	templates	to	meet	minutes.	The	minutes	of	gathering	are	the	official	summary	of	what	happened	during	a	meeting.	They	serve	as	a	sketch,	a	record	written	for	anyone	unable	to	participate	and	use	for	future	reference.	Minutes
document	what	happened	and	what	decisions	were	made.	When	writing	well,	and	when	using	a	good	reunion	model,	the	minutes	are	a	chronic	communication	tool	for	your	organization.	Meeting	minutes	are	a	clean	way,	concise	to	take	notes,	the	one	that	helps	maintain	the	essential	information.in	control	of	this	guide,	learning	and	access	all	that	you
need	to	write	effective	minutes	of	formal	and	informal	meetings.	We	have	a	range	of	models,	best	practices	and	answers	to	common	questions.	What	is	covered	(Content):	Examples	-	Examples	of	minutes	performed	on	a	review	of	how	to	write	minutestemplates	-	Free	Templates	for	Word,	Google	Docs,	and	Hudofaqs	-	Frequently	Asked	Questions
About	Note-Takewhat	should	be	included	in	the	meeting	of	minutes	?	Here	are	some	necessary	information	encountered	in	most	minutes	of	the	meeting.	The	title	of	the	group	that	is	meeting,	or	the	first	gathering,	as	well	as	the	place	or	the	place.	Meeting	room,	if	appropriatwho	is	in	the	service	and	that	is	recording	MeetingÃ	¢	s	Minutesthe	decisions
AgendaWhat	were	made	and	by	Whommotions	and	voting	counts	(if	applicable)	if	you	are	not	using	a	management	tool	Encounter	like	Hugo	that	automatically	tracks	gathering	titles,	participants,	dates	and	horms,	then	space	for	all	these	information	should	be	in	the	model	of	minutes	of	gathering.	1	Examples	of	minutes	performed	at	a	meeting	to
illustrate	which	meeting	minutes	are	below,	below	are	two	sample	documents	created	from	Meeting	Minutes	Templates	o.	These	documents	are	effectively	attending	notes	with	only	the	essential	written	information.	As	you	will	see	below,	the	preparation	of	minutes	of	effective	meeting	does	not	have	to	be	an	ACLUA	task.	It	is	more	about	the
recording	of	the	*	right	*	information	that	all	information.if	your	meeting	is	run	according	to	Robert's	order	rules,	make	sure	to	use	a	meeting	The	model	minute	that	follows	those	rules.note:	There	are	5	minutes	free	Meetings	models	at	the	end	of	this	article	for	you	to	download	as	professional	documents,	copy	as	Google	documents,	or	simply	copy
and	paste.	These	models	are	also	available	in	the	free	template	library	in	your	Hugo	Account	Cloud	account.	Motors	of	gathering	forms	of	a	meeting	of	a	meeting	of	the	Board	of	5	September	2021	a	meeting	of	the	Board	of	Administration	(the	Ã	â	€	™	¬	"	Board	Ã	¢	â	€	¢	"Â	Â	Â	Â	Â	Â	Â	Â	Â	¢	â	€	¢	âme	â	€	™2	â	€	¢	âme	Â	¢	€	â	€	ƒâ	€	ƒâ	€	œC
Participation	-	Voting	Members:	Larry	Emerson,	Marc	Branson	-	Guests:	Amy	Holmes,	Tom	Avery	-	Members	of	Voting	Missing:	No	Minutes	Approvals	A	young	man	to	approve	the	Previous	tips	of	the	August	5	Meeting	was	made	by	Larry	Emerson	and	highlighted	by	Marc	Branson.	Call	to	order	-	Larry	Emerson	called	the	meeting	to	order	at	2:00	in
the	afternoon.	And	Tom	Avery	recorded	the	minutes.	A	quolmer	of	directors	was	present,	and	the	meeting,	having	been	duly	convened,	was	ready	to	proceed	with	the	negro.	CEO's	report	"Larry	Emerson	reviewed	the	schedule	and	received	all	the	meeting.	Then	Larry	Emerson	discussed	the	company's	current	status	and	progress.	Some	questions
were	made	and	extensive	discussion	followed.	Sales	and	Development	of	Negócios	Updating	a	Mascar	Branson	Properly	provided	an	update	on	global	sales	progress	and	company	sales	pipeline.	He	also	introduced	the	status	of	business	development	discussions.	Financial	Review	Report	-	Marc	Branson	provided	a	comprehensive	update	for	company
company	plan	and	prediction.	Marc	Branson	also	analyzed	financial	operational	director	of	Company	Metrics.ã,	Motion	No	1:	Option	approval	AMY	Holmes	submitted	to	the	Council	a	list	of	options	proposed	to	be	Awarded	to	the	Company's	employees	for	approval,	after	movement	duly	submitted	and	unanimously	approved,	option	concessions	were
approved	as	shown	in	Annex	A.	Notices	to	no	closing	no	negocio	for	any	further	Come	before	the	meeting,	the	meeting	was	closed	at	02:45	informal	/	simple	Meeting	Minutes	Example	to	create	a	measuring	strategy	that	allows	the	customer's	successful	team	to	accompany	progress	in	And	measure	progress	against	their	declared	departmental	goals.
Deadlines	/	Milestones	Strategies	should	be	ready	to	deploy	by	Q4	2021.	Roundtable	Rob	update	project	talked	with	and	agreement	established	between	stakeholders	CS	team	in	relevant	KPIs.	Information	obtained	from	the	CS	team	in	current	measurement	strategies.	Christina	mocked	up	to	three	panel	options	that	are	circulating	internally	for
feedback.	Working	through	an	audit	of	current	CS	data	sources.	Michelle	just	return	after	a	four-day	disease;	Put	the	chat	in	day.	Locks	and	Risks	Roadblock:	Christina	needs	feedback	on	the	control	panels	before	she	can	continue.	All	team	members	should	provide	feedback	as	fast	as	possible.	Risk:	Christinaa	S	audit	can	reveal	data	in	silos	that	may
delay	our	ability	to	establish	a	performance	baseline.	Mayy	steps	@michelle	review	and	provide	feedback	on	Christinaa	s	Majeps	Panel	of	June	5.	@	Rob	summarize	and	distribute	cs	feedback	from	the	team	in	current	measurement	strategies	of	June	7.	@Christina	Check-in	on	the	state	of	CS	data	power	sources	for	8	June.	2	How	to	write	Meeting
Minutes	-	BasicSÃ	¢	Take	real-time	minutes,	or	notes	do	every	topic.start	with	the	meeting	agenda	as	a	sketch.	Fill	in	the	calendar	items	in	more	detail,	while	information	is	still	fresh	in	your	minda	in	real-time	skills.ã,	be	conceza.ã,	your	creative	writing	should	have	a	rear	seat	(for	now)	.Write	The	minutes	as	if	a	journalist.	As	the	tower	minutes,	your
work	is	documenting	what	is	happening	in	Meeting.This	is	a	written	record,	but	only	the	wide	traces.	You	do	not	need	an	accounting	literally	from	all	that	is	Fill	Said.ã	¢	In	your	minutes	of	gathering	documents	so	they	can	be	understood	by	someone	who	was	unable	to	attend.	That	you	can	imagine,	there	¢	SA	act	when	writing	balancing	minutes.	You
should	keep	a	concise	minutes,	but	also	provide	enough	context	for	the	future	reference.remember,	often	is	usually	notes	review	meeting	at	the	beginning	of	the	nearby	meeting.	For	example,	a	council	meeting	usually	begins	with	the	approval	of	the	amount	minutes.The	of	the	context	of	the	previous	meeting	you	include	as	an	annotator	gathering	is	a
call.	¢	Judgment	Just	notice	The	personal	observations	facts.avoid	when	writing	minutes	of	meetings.	If	you	want	to	take	separate	notes	from	your	own	paãs,	you	are	invited	to	do	so.	But	the	minutes	of	the	meetings	should	be	a	factual	record	of	what	was	discussed.	Some	of	this	is	boring	information	to	follow:	names	of	a	meeting,	date	and	time,	action
items	and	decisions	taken.	But	later,	these	gathering	notes	may	contain	essential	information	to	keep	everyone	on	the	same	page	on	what	happened	during	this	Meeting	Note.	It	is	unable	to	attend.With	minutes	of	meeting,	it	is	important	to	note	that	he	participated	in	the	meeting,	but	also	that	he	did	not,	therefore	there	is	no	confusion	about	who	may
have	discussed	or	voted	on	an	ISSUE.Ã	¢	Use	a	MINIST	MINISTMENT	FOR	THE	format.ã,	right	if	youâ	€	are	writing	formal	minutes	of	Follow	a	certain	format.	For	unions,	schools,	municipal	and	county	governments,	and	others,	it	may	be	necessary	to	follow	the	rules	of	Order.But	Roberta	S	with	informal	meetings,	you	have	more	flexibility.	Think	of
what	your	organization	needs	are,	and	what	was	done	in	the	past.	So	improve	this	Process.don'ts:	What	is	not	incuous	challenging	aspect	of	taking	minutes	of	reunion	is	Not	just	what	to	put	in	minutes,	but	what	to	leave	out.	"NÃƒÂ	Â	â	€	£	o	tries	to	record	everything	verbatim.	Minutes	there	is	a	transcription;	They	are	a	summary.	(See	the	best
gathering	transcription	software	if	you	need	a	word	transcript	for	word.)	Å¸	Â	Â	Â	Â	Â	Â	Â	Â	Â	Â	Â	Â	Â	Â	Â	Â	Â	Â	Âμl	Personal	toes.	If	you	have	thoughts	and	Ideas	during	the	meeting,	register	them	separately	from	the	official	minutes.	"There	is	not	the	information	that	is	already	aÃ.	Especially	if	the	agenda	clearly	states	a	topic	of	discussion	(for
example,	Ã	¢	€	2021	orgasmic	discussion),	it	is	not	necessary	to	write	a	redundant	note	in	the	minutes,	as	Ã	¢	â	€	‡	Budget	was	discussed	for	2021.â	€	â	€	œNot	your	notes.	Because	the	minutes	are	a	record	of	what	happened	at	the	meeting,	it	is	to	use	a	digital	format	since	then.	In	the	last	analysis,	these	gathering	notes	should	be	saved	and	shared.
Advanced	Tips:	Tricks	To	Make	Notes	The	Fastera	Lot	can	happen	during	a	conversation	and	can	be	difficult	for	the	note	borrower	if	you	keep.	It	will	be	a	basic	taker	of	gathering	for	a	PRO	with	these	expert	tips	to	help	you	save	time	while	writing	and	accompanying	the	conversation.	The	initials	instead	of	the	complete	names	of	people.	If	there	are	a
note	of	notes	that	you	will	save	a	lot	of	time,	it	is	qe	to	abbreviate	the	names	of	the	participants	from	the	meeting.	Use	this	alongside	tasks	assigned,	for	example.	Acr�sis	where	you	can	not	sacrifice	the	clarity.	As	with	names,	acronyms	can	be	a	great	help.	For	example,	we	have	a	sense	of	contents	that	we	call	"Behind	the	team.	Whenever	we
discussed,	instead	of	writing	all	the	words,	we	simply	write	BTT.An�¿s'	use	phrase	fragments	as	long	as	it	still	makes	sense.	There	is	no	need	for	perfect	gramatics.	Instead	of	full	sentences,	write	notes	in	their	minutes	as	-	~	â,	å	"decision	to	advance	Ã	â	€	™	¬	or	Ã	â	€	œ"	Revisit	strategy	in	6	weeks.	Â	€	"H-Circle>	Minutes	of	Meeting	Free	Methods
for	the	visual	student,	we	created	samples	from	both	types	of	minutes	of	gathering.	If	you	would	like	to	go	straight	to	our	models,	role	a	little	more.	Use	these	to	guide	your	writing.	But	remember:	your	meetings	may	require	different	information.	Do	not	be	so	enamored	with	copying	the	samples	that	you	forget	to	write	your	minutes	of	gathering	in	a
way	that	is	useful	for	you	and	your	time.in	in	the	lower	right	corner	of	any	model,	click	on	the	button	"To	choose	this	template"	To	choose	from	three	formats:	Word	Doc	Modelogoogle	Doc	(Save	a	copy)	EU	The	Meeting	Minute	Model	in	Hugo	(Free	Account)	Motors	of	Formal	Motors	Motors	mentioned	Templates,	minutes	from	Formal	reunion	are
usually	written	based	on	Robert's	order	rules.	The	model	below	is	structured	based	on	these	rules,	which	are	often	adopted	for	council	meetings	and	committee	meetings.	If	you	are	starting	from	scratch,	this	is	a	perfect	starting	point.	Adjust	it.	If	your	organization	has	used	minutes	of	gathering	before,	you	like	someone	to	see	a	copy	of	what	was	done
in	the	past.	Look	at	the	minutes	of	the	previous	gathering	and	make	improvements	as	you	see	in	shape.	[Name	of	the	company]	minutes	from	a	meeting	of	the	MÃªs	administration	XX,	20xx	call	to	order	a	meeting	[Meeting	Type]	of	[Name	of	Organization]	was	held	in	[Date]	in	[local].	He	began	in	[time]	and	was	presided	over	by	[president	name],	with
the	name	of	the	secretary]	as	secretary.	Voting	members:	[Insert	names	from	the	invited	members:	[Insert	names	of	hospedes]	The	missing	voting	members:	[Insert	names	of	voting	members	do	not	Attendance]	Approval	of	minutes	a	young	man	to	approve	the	earlier	meeting	of	the	meeting.	Made	by	[name]	and	supported	by	[Name].	~	Â	€	â	€	â	€	â	€
â	€	â	€	¢	The	movement	[transported	or	failed]	with	[#]	in	favor	and	[#]	Announcements	Report	of	financial	revision	There	will	be	no	more	business	to	come	before	the	meeting,	the	meeting	was	postponed	in	[time].	Informal	Modes	of	the	Memporary	Meeting	The	following	model	is	super	basic.	Defines	the	goal,	meeting	agenda	and	and	Next	steps	to
any	kind	of	meeting.	And	doubles	as	a	meeting	summary	model.	Feel	free	to	make	you	your	own	by	adding	elements	of	the	formal	model	or	your	own	ideas.	Type	of	Meeting	Check	all	that	apply.	Update	Discussion	Decision	Objective	-	Write	the	goal	of	the	meeting	here.	(For	example,	discuss	the	performance	of	the	agency	and	decide	to	renew	for
another	year.)	Agenda	Item	One	Item	Two	Item	3	Steps	Closing	Simple	Passes	Minutes	Templateand	Here	is	the	model	based	on	the	informal	acts	sample	at	the	top	of	this	Article:	reiterate	the	goal	of	ProjectDeadlines	/	MilestonesIncludors	on	the	high-level	MilestonesProject	agenda	Update	RoundTablesMarrate	1-5	updates	here	in	the	updates	of
agendasammarize	1-5	here	in	the	AgenderodBlocks	&	Raffswhere	Are	you	blocked?	How	can	the	team	help?	Next	steps	of	team	employees	Minute	Motors	Templatingo	Do	you	have	an	All-Hands	staff	meeting	coming?	Here	is	a	free	model	for	you	to	download	or	copy.	The	company	VisionStart	all	the	hands	reiterating	the	company's	vision	-	where	we
are,	what	we	believe,	and	where	we	are	going.	Metricslook	on	high-level	mesh	and	explain	what	they	mean	in	the	context	of	business	and	broader	market	in	general.Customer	/	UpdatesInvite	function	takes	teams	/	departments	to	provide	new	updates.	Concentrate	on	high-level	ideas	and	client	anecdotes.Make	an	effort	to	include	new	learning	-	what
was	good,	what	does	not	have,	and	how	it	changes	things.dep	dive	(important	topics	and	Large-scale	changes)	Optional	agenda	Item	for	occasionally	piercing	deep	into	something	that	is	happening	in	the	company.	Examples	include	changes	in	strategy,	positioning	and	contracting	/	restructuring.ama	(ask	me	anything)	Leave	time	at	the	end	of	the
meeting	to	answer	questions	from	the	employees.	Capital	reward	companies	like	to	honor	teams	or	individuals	during	all	their	hands.	Often,	these	companies	are	named	by	peers	and	do	not	come	from	the	executive	team.	Team	Meeting	Minute	Templatethis	Example	Agenda	is	based	on	a	model	we	use	in	Hugo	for	many	of	our	team	meetings.	What	is
the	purpose	of	this	team	reunion?	Include	any	objectives	and	topical	discussion.	Ã	¢	â	€	¬	Agenda	This	meeting	has	a	schedule	or	structure.	Include	here	to	facilitate	reference.	Discussion	points	to	summarize	all	relevant	discussion	points	here.Ar	â	€	â	€	¬	Takeaways	Major	What	were	the	main	insights	of	this	team	reunion?	Include	key	decisions
taken,	progress	reports	and	any	opportunities,	questions	or	concerns	that	should	be	shared	with	colleagues.	Other	important	notes	Is	there	any	other	valuable	information	that	is	worth	sharing?	You	do	not	need	to	be	directly	related	to	the	topic	of	the	meeting.	List	of	Actions	All	key	stakeholders	do	not	present	and	other	departments	that	this
information	should	be	shared	with.	"To	take	action	to	clarify	the	next	steps,	who	is	completing,	and	when	it	should	be	done	by.	Note	this	information	here	to	share	and	assign."	Follow-UPhow	Let's	keep	in	touch	and	let's	be	updated	the	progress?	Should	we	schedule	another	gathering?	4	Minutes	Minutes	Faqshow	Do	you	write	action	items?	When
adding	tasks	and	action	items	your	gathering	notes,	here	are	five	steps	to	follow.	Start	your	action	item	with	a	verb.	A	common	time-saving	error	is	to	be	very	soon	in	observing	a	task,	forgetting	to	include	Ã	â	€	™	¬	"Action	Ã	¢	â	€	™	in	the	acção	item.A	~»	Bad:	2021	Dipa	~	Good:	Pull	the	data	2021	to	share	with	the	team	to	assign	each	action	item
Someone	who	is	responsible.	A	meeting	participant	must	take	ownership	of	all	tasks	if	contrary,	this	task	can	not	be	completed.	Do	not	include	more	information	than	it	is	necessary.	Up	to	That	is	responsible	for	accompanying	the	details.	These	details	do	not	need	to	clutter	your	gathering	notes.	Ã,	a	maturity	date	if	there	is	one.	Even	if	there	is	a	clear
date,	often	an	arbitrary,	as	a	week,	is	useful	to	create	urgency	to	do	the	task.	Ã,	asshole	of	action	items	in	the	next	gathering.	If	status	status	updates	Items	have	not	been	given	in	the	meantime,	quickly	review	the	minutes	of	the	previous	meeting	to	ensure	that	the	action	items	were	performed.	Who	prepares	the	minutes	of	a	gathering?	The	minute
taker	can	be	a	variety	of	people:	a	participant	in	participating	Meetingan	that	will	not	be	contributing,	but	is	private	for	the	formal	situations	of	observation	of	professional	information	notes	,	the	note	borrower	is	often	the	secretary,	an	executive	assistant,	or	an	administrator.	You	can	simply	be	a	volunteer.	This	person	preparing	the	minutes	of	a
meeting	is	sometimes	called	â	€	™	¬	"Scribe.	What	is	the	correct	order	of	an	agenda?	If	you	are	following	Robert's	order	rules,	prioritize	your	agenda	in	this	order:	minutes	from	the	previous	meeting	-	Sensitive	situations	Sensitive	Relationships	GeneralNew	BusinessSewsew	You	are	not	following	strict	parliamentary	procedures	at	your	meetings	,
Most	of	this	advice	is	still	useful.	Begin	by	transporting	any	topics	from	the	previous	meeting	as	well	as	large	discussions	or	business-sensitive	business.	Leave	more	smaller	schedule	items	to	the	end.	How	do	you	create	a	perfect	meeting	schedule?	The	perfect	agenda	is	brief,	but	descriptive.	It	provides	all	the	necessary	background	without	being	as
long	and	heavy	no	one	wants	to	make	it.	For	an	effective	meeting	schedule,	follow	these	steps:	Prepare	your	schedule	before	the	meeting;	at	least	24	hours	in	advance.	Clearly	set	the	goal	of	the	gathering	so	that	everyone	knows	why	they	are	there.	Prioritize	agenda	items	based	on	importance.	Topics	of	discussion	as	questions	that	need	to	be
answered.	They	answered	reasons	â	€	â	€
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