Best Practice in Meetings
& Minutes Taking

Gold Reef City Oppenheimer Conference & Banqueting Centre JHB
11— 13 April 2012
Protea Hotel Sea Point, Cape Town

24 — 26 April 2012
Protea Hotel, Beach Front Durban

2 — 4 May 2012

All registered delegates will receive a free laptop to or blackberry

Course Highlights

The emphasis of this course is on effective minute taking, law governing minutes and meet-
ings and the professional behaviour of the minute taker. Gain the tools required to appear
. confident and professional in meetings and produce minutes of excellence
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@ Who should attend ]
%

Administration Manager

* Personal Assistant (PA)

» Administration Support

* Executive Assistant (EA)
* Secretary

* Receptionist

» Marketing Co-coordinator
» Marketing Secretary

+ Office Manager

* Executive PA
* Management Team Assistant
* Accounts Secretary

* Administration Team Leader
» Marketing Administrator
« Administrator Excl. VAT

* Corporate Co-coordinator
* HR personnel

* Registry clerks

« Database admin \rﬁ\‘

« Support services % lyﬁg O.Sl;é\l'}!sg e
* Junior managers Wi

» Middle managers

* Supply chain practitioners

* Finance personnel

\\

Course registration will be at 07h30 on the first day with the course starting at 08h00 on all 2 days. There will be breaks fo
mid-morning refreshments at 10H30, Networking lunch at 12H00 and mid-afternoon refreshments at 15H00. The course
will finish at 16H30 on both days.

Tel: 011 024 6538 Fax: 086 573 4430 Email: info@renaissancecorg.com Website: www.renaissancecorg.com




Day One

Day Two

Introduction to Minute Taking

. Regulations governing meetings

. The common law

. Legality of minutes

° Understanding the fundamentals of meetings and minute tak-
ing.

. What is a successful meeting?

. Types of minute books

° The importance of accurate minutes

. The duties of a PA/secretary before, during and after a meeting

. Meeting procedure (overview)

. Definitions: motions and voting procedures

. Contents of minutes

° Indexing minutes

° Verification of minutes

[ Alterations of minutes

. Rescission (nullification) of minutes

Meeting Preparations

. Effective preparation makes for successful meetings.
Types of Notices: formal/informal

Styles of Agendas

Agendas

- Ordering the agenda

- Adding detail

- Identifying the key information

- Action points

- Allocating time

Meeting Practicalities

Produce accurate minutes with ease and function as a professional
minute taker.

Minutes of meetings: Styles

- Action Minutes

- Resolution Minutes

- Verbatim Minutes

- Summary Minutes

Meeting checklist

Minute Taking mindset: the behaviour of the minute taker before, dur-
ing and after the meeting

Using the action triangle

Minute taking fundamentals: establishing good habits

Defining Roles

Understanding how to function within the team forms the basis of confi-

dent and creative interaction.

Effective team members
Chairing or leading a meeting
-PLOC

- Effective leadership

- Creating change

Team Communication
Listening habits and skills

Giving and receiving feedback
Presenting your ideas powerfully

Post-meeting action and follow up
Work Styles

Identifying and understanding various personality types makes for eas-
ier communication and improved relationships.

Personality types

Identifying and working with different personalities

Aiming for Consensus

Functioning as a team is imperative for effective meetings.

Problem-solving techniques
- Appreciation

- The 6 Thinking Hats
Creativity

Benefiting from conflict
Handling other people

Effective team case study

The Final Analysis
Evaluating the effectiveness of meetings

Identifying areas of change

Course registration will be at 07h30 on the
first day with the course starting at 08h00 on
all 2 days. There will be breaks for mid-
morning refreshments at 10H30,

Network-
ing lunch at 12H00 and mid-afternoon re-
freshments at 15H00. The course will finish
at 16H30 on all 2 days

Tel: 011 024 6538 Fax: 086 573 4430

Email: info@renaissancecorg.com

Website: www.renaissancecorg.com




Reqistration Form

Fax Completed & Signed Registration form to 086 573 4430
13 April 2011 [ | CPT 241 26 April 2011 [ | DBN 2i 4 May 2012 []

\RLOE NAISSANCE

R 7499 ...

Excl. VAT

Fees include refreshment, lunch & comprehensive documentation only. Fees do not include
accommodation & transport. For accommodation contact the venue directly

Your Details

Authorising manager signature
eeececececececeecececee.

By signing & returning this form you are accepting our cancellation Policy

Nominated Delegates

NEERENCE ORGANISERS.

Cancellation Policy

Please note that all speakers and topics were
confirmed at the time of going to press. However,
circumstances beyond the control of Renaissance
may necessitate substitutions, alterations or can-
cellations of the speakers and or topics and /or
event. The organiser reserves the right to alter,
add or subtract from the content and to change

the. speakers or topics .if required.. Any substit(i-A T N

tions or alterations will be updated on our website
in real time and on the final brochure in the con-

- |ference file. Delegate -substitution is welecome.-

However, Renaissance must be advised of the
substitution forty-eight (48) hours prior to the
event.

Cancellations made within seven (7) days of
Renaissance receiving the signed registration
form, will be subject to a 25% administration fee.
Thereafter the delegate/booking organisation
accepts full liability for the total registration
amount due. Cancellations received in writing no
later than seven (7) working days prior to the
conference will entitle delegates to receive a full
credit to be used at another Renaissance event
valid for up to 12 calendar months from the date
of issuance, should payment have been made for
the event. Failure to cancel in writing

and on time will result in a forfeiture of
the full amount paid. In the event that
Renaissance cancels an event, delegate
payments at the date of cancellation will
be credited to a future alternative or
similar event to the same Rand value
(client to select). This credit will be valid
for up to 12 calendar months from the
date of issuance. In the event that
Renaissance postpones an event, dele-
gate payments at the postponement
date will be credited towards the re-
scheduled date. If the delegate is un-
able to attend the rescheduled event,
the delegate will receive a full credit
towards a future Renaissance event.
This credit will be valid for 12 months
from the date of issuance. No refunds
will be available for cancellations or
postponements.

In rare cases some gadgets may not be
available during the event, however,
delegates will have the gadgets posted
to them after the event

Renaissance is not responsible for any
loss or damage as a result of a substitu-
tion, alteration, cancellation, or post-
ponement of an event. Renaissance
shall assume no liability whatsoever if
this event is altered, rescheduled, post-
poned or cancelled due to a unexpected
event, unforeseen occurrence or any
other event that renders presentation of
the event imprudent, illegal or unfeasi-
ble. Examples of unforeseen occur-
rences shall include, but shall not be
limited to: an act of God, Institutional
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regulation, ban, suspension or restric-
tion, war or apparent act of war, terrorism or
apparent act of terrorism, disaster, civil disorder,
disturbance or riots leading to or resulting in the
disruption or curtailment of basic services such as
transportation and or any other emergency. Ren-
aissance does not have to prove that it used its
best endeavours to avoid rescheduling, cancelling
or altering an event for the client to hold Renais-
sance harmless from all costs, damages and
expenses which are incurred by the client.



