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3. Students must develop any supporting materials they will use during the presentation. At a minimum, they 

should use a handout based on the presentation they have previously developed that contains the three 

marketing strategies. 

4. Use the following checklist to ensure that the student has developed an email to the requirements: 
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The assessor may need to facilitate additional students to act as the audience for the student's meeting. 

This presentation is to be recorded via video-conferencing software.  

1. The assessor should use the following checklist to ensure that the student has led the meeting 

successfully: 

Meeting 

The student must follow the Meeting Agenda in leading the meeting. 

The student must hand out meeting support materials. 

The student must use active listening to seek attendee input to achieve a balanced exchange of views 

once the presentation has concluded. 

The student must acknowledge differences of opinion and encourage the rigorous examination of all 

options. 

The student must seek mutually beneficial solutions by establishing areas of common ground and 

potential compromise. 

The student must keep negotiations focused on key issues and move forward toward a final resolution. 

The student must respond to questions openly, honestly, and in accordance with the organisation's 

Code of Ethics. 

The student and attendees must agree on meeting outcomes to actions. 

2. Use the following checklist to ensure that the student has documented the meeting correctly: 

Meeting Minutes 

The student must use the Meeting Minutes Template. 

The student must specify the location, date, and time of the meeting. 

The student must specify the attendees and any absences. 
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The student must specify the agenda items of the meeting. 

The student must specify the outcomes of the meeting, including the actions to be taken, who is 

responsible for the actions, their expected completion date, and their current status. 

 

3. Use the following checklist to ensure that the student has distributed the meeting minutes by email 

successfully: 

Email 

The student must use the Email Template. 

The student must specify who the email is to (Kai Munro, Asa Russo). 

The student must specify who the email is from (themselves). 

The student must specify the date and time they sent the email. 

The student must specify a relevant subject (Marketing Strategy Meeting Minutes, for example). 

The student must specify the Meeting Minutes as the attachment. 

The student must specify the body of the email detailing why they are sending this email (at a minimum, 

to distribute the meeting minutes recently attended). 

The student must complete the email footer specifying the job position they are role-playing (Sales & 

Marketing Manager). 
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