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

Outcome 3 Worksheet 1: Minutes
1
Describe what should be included in all minutes.

2
Describe your organisation’s procedures for keeping minutes.

3 
Research and describe the type, style and procedures for taking minutes in one of your organisation’s meetings. 

4
Write below tips that you should consider when taking notes of a meeting.

5
Explain methods that could be used to ensure the minutes are accurate.

6
Why is it important that minutes are accurate?
7
Explain the legal implications of minutes.









