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Unit 319 (B&A 58): Principles of administration
Outcome 3 Activity 2: Minutes vocabulary match 

Match the item to the correct definition.
	Item
	Definition

	Verbatim

	The last item on an agenda.

	Shorthand

	Records who is present at a meeting.

	Chairperson

	The person leading a meeting.

	Resolution

	A decision made at a meeting.

	Minutes
	A task that someone promises to do after the meeting.

	Action

	Sent by those not attending.

	Attendance list

	A quick way of taking notes.

	Apologies

	Word for word.

	Any other business
	Minutes that give a description of the arguments and discussions.

	Narrative

	A record of what was discussed at a meeting.










