ISCG5430 Professional Skills

Meetings & Minutes Worksheet.

This worksheet is related to task 2 of assignment one.

Download the document: Meeting Agenda.
This is the agenda for your meeting today.

Hold a team meeting according to this agenda.

Choose a minutes template. You can use one of the two that are available on Moodle or choose your own format/template that covers all the items required.  Use that to record the minutes.

You are also provided with an Agenda template. Use that template for further meetings.
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