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Unit 319 (B&A 58): Principles of administration
Outcome 4 Activity 1: Duties in meetings 
Select who has responsibility for each of the following meetings tasks.
1 Takes attendance register

a) Chair

b) Delegates

c) Secretary

d) Treasurer

2 Makes apologies for absent delegates

a) Chair

b) Delegates

c) Secretary

d) Treasurer

3 Takes notes of meeting

a) Chair

b) Delegates

c) Secretary

d) Treasurer

4 Votes on motions

a) Chair

b) Delegates

c) Secretary

d) Treasurer

5 Audits accounts

a) Chair

b) Delegates

c) Secretary

d) Treasurer
6 Sets agenda

a) Chair

b) Delegates

c) Secretary

d) Treasurer

7 Types up minutes

a) Chair

b) Delegates

c) Secretary

d) Treasurer

8 Presents company accounts
a) Chair

b) Delegates

c) Secretary

d) Treasurer

9 Discusses proposals presented

a) Chair

b) Delegates

c) Secretary

d) Treasurer

10 Summarises discussions

a) Chair
b) Delegates

c) Secretary
d) Treasurer
11 Introduces speakers

a) Chair

b) Delegates

c) Secretary

d) Treasurer

12 Sends out agendas

a) Chair

b) Delegates

c) Secretary

d) Treasurer









