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Unit 319 (B&A 58): Principles of administration

Outcome 3 Worksheet 2: Minutes
Create minutes for the following meeting.

Louise:
Hello and welcome everyone to this meeting. I have apologies from Nisha, as she is unwell.


If everyone is happy with the minutes from the last meeting, I’ll sign these as correct.


Just one outstanding problem: the delay in publishing the new manuals – perhaps Gordon can update us.

Gordon:
Yes. PJ Publishing initially said there would be a delay of 2 weeks for the first print run, but fortunately we have managed to negotiate this down to 1 week and also a small discount on the original price. The manuals will be with us just 5 days before the first training session, which doesn’t give much time to become familiar with them, but better than we thought.

Louise:
Thanks, Gordon. On to the Schedule – you should have already received this. Any problems? … No, that’s good then. So, on to the format – Jackie?

Jackie:
Li and I have discussed this and the format will be an introduction to the delegates, followed by housekeeping and health and safety and then an outline of the day. Li has prepared a presentation to be used and will send you all a copy by email.

Louise:
Thanks Jackie and Li. Is there any other business?

Gordon:
I would just like to remind everyone that the new interactive whiteboards are slightly different from the old ones, so just to make sure everyone is up to speed with them.
Louise: 
Thanks. If there’s no further business, the date of the next meeting will be the 21st (next month), same time and place.
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(	Gordon Condrey
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The next meeting will be held in Room 105 at �1600 hours on Thursday 19 (last month) 20--


AGENDA


Apologies for absence


Minutes of the previous meeting


Matters arising


3.1 Publisher problems


Training days’ schedule


Format of meetings


Any other business


Date and time of next meeting
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