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Directions: Read the following article aloud.
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University of Kamata
Joint Health and Safety Committee

AGENDA
Date: Thursday, September 11, 2003.
Time: 9:30 a.m. to 11:30 a.m.

Location: Conference Room 704, 7t" Floor, 15 Huron Street,

Minutes of Last Meeting (D. Rodney)

Old Business
(a) Assessment of Loading Dock Safety (J. Doe)
(b) Management response to Committee's recommendations for

increased lighting, storage room 324 (G. Smith)
New Business

(a) Refresher staff training in manual lifting and back safety.
(b) Review of University safety standards (S. White)
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Directions: First repeat after your tutor and then read aloud by yourself.
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Directions: Read the questions aloud and answer them.
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1. What is the importance of an agenda?

2. What is the agenda about?

3. What are some important points that need to be included
on a agenda?

4. Do you think it is necessary to have an agenda before
meetings? Explain your answer.
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