[bookmark: _GoBack]Organise a formal meeting, such as an annual general meeting or board meeting for your workplace/sport club. Organising the meeting should entail:
· developing the agenda
· identifying the appropriate participants
· arranging the time and venue for the meeting and notifying the participants
· preparing the meeting papers
Follow-up after the meeting should entail:
· recording, circulating and filing the minutes
· recording and reporting outcomes of the meeting to management. 
You are to write a 500 word report, detailing all the procedures you would need to take to conduct this meeting. Include a copy of the minutes taken during the meeting. _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

