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Assessment 2: Plan a Board Meeting 1
	Student Name
	


Scenario 
You are the secretary of the board at the Bilbila Peoples Corporation and it is your responsibility to plan and coordinate board meetings. The board is due to meet for a general meeting.
Documents for reference:
· Bilbila Policies, Procedures and Programs
· July Meeting Minutes

Instructions
Answer the two (2) questions for planning the meeting. 
Complete the templates for an agenda and an email invitation for the meeting.

Plan a Meeting Questions
Type directly into the space provided below each question. It will expand as you type.
Dot points are acceptable.

1. Complete the following table to identify the purposes of different types of meetings. 
	Type of meeting
	Meeting purpose
	Who needs to be invited

	General board meeting
	
	

	Annual General Meeting (AGM)
	
	

	Special Resolution
	
	



2. Name the type of meeting being held.
	



Meeting Agenda and Email Invitation
Instructions
Draft a meeting agenda and an email to invite people to the meeting using the templates provided.
Use the information from the scenario and documents provided to ensure you have covered all aspects for the Meeting Agenda and Email Invitation, including protocols for written communication.

Ensure that your agenda includes:
· The purpose of the meeting. 
· The main item/s to be discussed. 
· A list of the people invited to attend.
· The time, date, location and expected duration of the meeting.
· Meeting protocols.

Ensure that your email invitation includes:
· Communication protocols as described in Bilbila Policies, Procedures and Programs
· Basic information about the meeting. 
· A reference to the attached agenda.
· A reference to other required background documents or information.
· Contact details for queries and assistance. 
· An offer of assistance in attending the meeting.
· An invitation to put forward additions for the agenda.
· A request for RSVP at a designated period ahead of the meeting.



Agenda Template 1
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Notice of general meeting

All members of the corporation are advised that a general meeting of the members of Bilbila Peoples Corporation will take place as follows:
Time:	[Click to enter time]
Date:	 [Click to enter date]
Place:	[Click to enter the location of the meeting]
Technology:	[Click to enter if and how members can participate from a different location (e.g. by phone or by video link)]

On arrival at the meeting, members should check the register of members and if needed, update their name, address and any other details.
Purpose of the meeting: 
This meeting has been called to [Click to enter meeting purpose].
Agenda
	Item
	Description

	1
	

	2
	

	3
	

	4
	

	5
	




Email Invitation 1
Your draft agenda (above) will be an attachment to the meeting invitation email. 
Draft an email invitation for the meeting. (80-100 words + signature information as per the Bilbila Policies, Procedures and Programs)
Type directly into the space provided below. It will expand as you type.
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