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Block 1, Assessment 3, Part 1: Agenda & Meeting Notice Email
	Student Name
	




Instructions
You work for XYZ Legal where you will facilitate a workplace meeting. The purpose of the meeting is to discuss and resolve a difficult situation with a colleague. 
[bookmark: _Hlk84870276]Read the Case Study - Facilitate a Meeting carefully and then develop an agenda and a list of participants to invite. 
Write an email to invite and communicate the details of the meeting.
Use the Agenda template and Meeting Notice Email template to guide your work.

Agenda template

	Agenda


	Location:
	

	Date:
	

	Time:
	



Enter text in the boxes below.  The box will expand as you type.

Agenda item 1:
	




Agenda item 2:
	




Agenda item 3:
	




Agenda item 4:
	




Meeting Notice Email template

	To
	     



	CC
	     



	Subject
	     



Enter text in the boxes below.  The box will expand as you type.
	




	From
	     

	Title
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