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THE SECRETARY – ARRANGING MEETINGS
Well in advance

1. Book a room and, if necessary, confirm in writing.

2. Note details in your diary and your employer’s.

3. Open a file in which to keep all the papers concerning the meeting.

4. Draft notice and agenda for Chairman’s approval.

5. Order refreshments if required.

Day before the meeting

1. Confirm refreshments.

2. Prepare items that will be needed by members:

· pens

· spare documents

· minute book

· attendance book

3. Sort correspondence and reports needed for the meeting.

4. Prepare Chairman’s Agenda.

5. Arrange any equipment that may be required:

· visual aids
· overhead projector
· slide projector

· flip chart

