Manage a standing committee meeting.
Organise an informal meeting of an ongoing group or a standing committee, such as an occupational health and safety committee. The meeting may be in any format: face-to-face, videoconference, teleconference, real-time chat (or a mix of these) and must include at least six people. 
Submit a meeting proposal. Your proposal should include:
· the purpose of the meeting 
· notice of meeting and agenda
· list of participants
· time and venue for the meeting 
· associated correspondence
· timelines for associated tasks such as room bookings. 13. Chair a meeting
Arrange to chair a structured meeting in your workplace or sporting club. This may be an ad hoc meeting (for example, a meeting to resolve a work-related issue) or the meeting of a regular or standing committee. The meeting may be in any format: face-to-face, videoconference, teleconference, real-time chat (or a mix of these), and must include at least six people and a minimum of six agenda items. 
Submit a meeting proposal to your teacher for approval. Your proposal should include:
· the purpose of the meeting
· the notice of meeting and agenda 
· the participants 
· the time and venue for the meeting
· associated correspondence
· timelines for associated tasks such as room bookings
· a description of how you will conduct the meeting, including the degree of formality and decision-making protocols. 
· List all the additional things you have to do if you are chairing the meeting
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