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Questions

1. Refer to the information below and answer the questions that follow.

July Meeting Agenda

Date: July 27" 2018
Venue: Conference Room

Time keeper: Accountant Minute Taker:
Secretary
AGENDA

Devotion

Welcome and apologies

Minutes of the last meeting|
Chairman’s Report

Financial statement and balance sheet
Correspondence

Any Other Business

Date of next meeting

N WN e

Secretary

(i) Define agenda.
(ii) State the application used for typing the agenda.
(iii) Identify an important item which is not included on the document

2. Differentiate between a formal and an informal meeting in relation
to the venue of the meeting.

3. Explain the importance of having a subject heading in a letter.
4. The AIDA principle is used in writing persuasive letters.

Discuss how the AIDA principle is applied to each paragraph of the letter.
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