
MEETING STRUCTURE

2 hour meeting = 120 minutes

A bell-shaped agenda structure. (From Effective Meetings by John E. Tropman. Copyright 1980 by Sage Publications.
Reprinted by permission.)

Item 1
Minutes
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Item 3
Easy
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Item 4
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Di f f icu l t

15 minutes

Item 5
Hardest Item

25 – 40 minutes

Item 6
For Discussion

Only

15 – 30 minutes

Middle 1/3 has quality of:
1. psychological focus
2. physiological

a le r tness
3. at tent ion
4. at tendance

Easy Items

Hard Items
Discussion


