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Principles of administration (Activity 4)
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Unit Y/506/1941: Principles of Administration
Activity 4 – Chair, Lead and Manage Meetings (AC 4.1, 4.2, 4.3, 4.4, 4.5)
As part of your role, you may be required to lead, chair and manage meetings. Complete the activities below related to meetings.


1. Complete the table below with the key features and purposes of formal and informal meetings.

	Type of meeting
	Features
	Purpose

	Formal
	






	

	Informal
	






	



2. What are the roles and responsibilities of the meeting chair?

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

3. What are the roles and responsibilities of meeting attendees?

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

4. How do you facilitate a meeting?

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

5. Complete the table below with the information required before, during and after a meeting in order to ensure it is effective

	
	Information required

	Before
	




	During
	




	After
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