Form 4 - Meeting Activity Sheet 1 
Time – 30 minutes


1. Define the term meeting.

2. List three (3) characteristics of a meeting.

3. State three (3) reasons why meetings are important.

4. The by-laws or rules of the association states that ‘ten persons are required to form a quorum”. If six persons are present what action should be taken?

5. What is the meaning of the following terms:

· Verbatim 
· Ad hoc
· Ratify 
· Quorum 

6. Paul said that he is attending the meeting as an ‘ex officio’ member. What does this mean?
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7. At the meeting an equal number of members voted ‘for’ and ‘against’ the motion to change working hours.  What action must be taken by the chair to arrive at a decision?

8. State one circumstance in which a company may need to convene an ad hoc meeting?

9. What are the key differences between a Departmental Meeting, Annual General Meeting and Formal meeting?

10. Name two types of meetings conducted at school other than general staff meetings.

