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G8 Effective Meetings

Components of an ordinary agenda:

•	 opening;

•	 discussion	of	the	minutes	(of	the	previous	meeting);

•	 announcements	and	treatment	of	incoming	and	outgoing	mail;

•	 subjects	to	be	dealt	with	(use	annexes	with	written	information	if	possible);

•	 other	subjects	to	be	discussed,	suggested	during	the	meeting;

•	 other	business:	questions	remaining	(the	chair	addresses	each	participant);

•	 close	the	meeting.


