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Marcelle Bousson
Student Number: 34046
ASSESSMENT # 5

Organising Meetings

1. Give short answers to the following questions:
  
i. What are meeting minutes and why are they recorded? 

Meeting minutes are a record of what took place during a meeting. 
They are recorded to allow the meeting attendees to review the meeting later to look for outstanding issues and action items.
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ii. Briefly explain the responsibilities of the PA/secretary after the meeting/conference has finished.  

· Remove any surplus literature and conference packets from the meeting rooms. 
· Inform the conference site staff regarding any catering items left in the meeting rooms. 
· Make sure any audiovisual equipment is properly secured. Also move and secure any other rental equipment. 
· Lost and found items should be taken to the conference site receptionist.
· Complete follow-up reports or other conference related mailings.
· Send thank you letters to speakers or distribute meeting minutes.
· Calculate expenses and fill out expense reports. 
· Update the meeting file with your notes, ideas on how to make improvements, put them down on paper in the file.
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iii. Explain some of the purposes and objectives of business meetings.
Meeting is one of the major media of oral communication. It is essentially important for every organization. The basic objective of meeting is to take decisions on some predetermined issues. It has also some other purposes. The objectives or purposes of meeting are discussed are:
· Making Decisions
· Exchanging Information
· Conveying Organizational Vision, Mission and Operational Plans
· Announcing changes
· Negotiation 
· Resolving Conflict
· Solving Problems 
· Reviewing and Informing Progress
· Celebrating Success
· Interaction with External Stakeholders
https://bizcommunicationcoach.com/what-is-business-meeting-purposes-of-business-meeting/
  
2. Select five of the common problems when scheduling meetings in the course materials. Explain how each issue respectively could be addressed and/or avoided.  

You ask the participants about their availability for a meeting, but the available dates and times are so limited that no common date and time can be found.

· Provide only 2 different days and hours to choose from after looking at all the attendee’s availability if possible. 

A meeting location is specified, and then it is later changed in a subsequent meeting notice. Some of the attendees follow the original meeting notice and end up in the wrong room.

· First send a formal email just about the change of location and ask to confirm receipt of the email.
Second all subsequent meeting notice should remind the new location change.



A meeting is scheduled and confirmed, but the location is already booked.

· Make sure to confirm the availability of the location before scheduling a meeting.
· Make sure you have all the confirmation email for the location availability if it was an error on their part.

No one sends a meeting reminder, and several attendees forget about the meeting.

· Make sure to put in your to do list or Outlook calendar a reminder to send to all attendees for the meeting.

People are invited to a meeting, but the meeting organizer didn’t say what it is about, so they show up unprepared.

· Send to the attendees the agenda of the meeting. You want to have the agenda finalized 3-4 days before the meeting.
· Have a printout of the agenda for the attendees in the conference room.


 
3. Create an example of a meeting agenda from the prospective of a PA/secretary organising the event.
Request information from your colleagues that they would like to include in the agenda. 

MEETING AGENDA
Current marketing initiatives
	Meeting Time and Date:
	Monday 30th September 2019 
9:30 AM

	Meeting Venue:
	London, Cannon Street
60 Cannon Street, London, Greater London, EC4N 6NP

	Attendees:
	Management Committee / Mrs J. Smith / Mr B. Bolton

	Apologies:
	Mrs Baybynou



	Time
	Item
	Facilitator

	9:30
	Welcome	Mrs J. Smith

	10:00
	Old business and approval of last meeting’s minutes	Management Committee

	10:20
	Current marketing initiatives in place 
Feedback / Insights on current initiatives (likes / dislikes / work / won't work)
	Mr B. Bolton

	11:00
	Tea break
	

	11:20 
	Brainstorming - Generation of Issues/Topics/Ideas
	Mr B. Bolton

	1PM
	Lunch break
	

	2PM
	Vote on proposed Budget	Management Committee

	2:30PM
	[bookmark: _GoBack]Wrap Up - Actions
	

	3PM
	Thank you for coming!
	Mrs J. Smith



https://www.wikihow.com/Write-an-Agenda-for-a-Meeting


Referencing

· Brentwood Advanced Secretarial and PA Course – Unit 5: Organising meetings
· https://bizcommunicationcoach.com/what-is-business-meeting-purposes-of-business-meeting/



image1.png
ﬁ
o R




