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for the functioning of democratic institutions.

Five Elements for a good agenda:
1. agenda

2. Start with the simple details

3. Are the meeting objectives

4. Time
5.  less than 5 topics

Pre-planning of the meeting minutes:
• 
• 
• 
• 

• Actions taken or agreed to be taken
• 
• Voting outcomes

• 
• 

 

Communication
 

A public meeting agenda is a democratic element of transparency
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