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Assessor instructions: The following are sample answers (students must identify 10 items from the list 
below): 
 

• Meeting’s purpose • Reports from office, e.g. the Treasurer 

• Date, time and location of the meeting • Agenda items 

• Welcome • General business 

• Attendance/Apologies • Other business 

• Minutes of the previous meeting • Date, time and location of next meeting 

• Correspondence • Close 

Aussie Tool Shed Agenda Items 
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Assessor instructions: The following are sample answers (students must identify 10 items from this list): 
 

• Date • Agenda Items  

• Time • Welcome 

• Location • Apologies 

• Purpose • Minutes of last meeting    

• Attachments • Matters arising from the Minutes  

• Chairperson • Business arising from Correspondence  

• Minute taker • Business arising from the agenda  

• Attendees • Close - time, date and place of next  
meeting  
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