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Meeting Agenda

A, Meeting Agenda is a list of tjlgics or (tems to be
discussed in a meeting. 'p: IS prepared vetore the meeting to
ensure structure andef

iclency.
Features:

* Prepared in advance

* Lists topics in sequence

* Includes time allocation

* Helps maintain focus




Format:

» Meeting title

* Date, time, venue

e List of items (numbered)

* Name of chairperson
Purpose:

» Ensures organized discussion
» Saves time

* Keeps participants informed




SR (Agenda) I8 ot Bidl 8 fogd 9@ | Fdf fbu 9 are favy mfdd gid |

CELG]LE

. U8 § TR P 9Tl @

- favg wHeEE 814 §

. Y BT IRG gidl &

. 93P Pl HARYd I ©
SERT:

- JHY DI Jdd

. WY Tl

. UfqUIRR &1 STHPRT <1



Minutes / Minutes of Meeting

Minutes are the official written record of what happened during a meeting.
Types:

« Verbatim (word-to-word)

* Summary (important points only)
Contents:

* Date, time, place

« Nawmes of attendees

« Decisions taken

« Action items

Importance:

* Legal record

* Reference for future
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Memorandum

A Memorandum (Memo) is a short official message used for
internal communication in an organization.

Features:

* Brief and direct

» Used within organization

* Informal tone (compared to letters)




Format:

* To, From, Date, Subject
» Message body

Uses:
e Announcements

e Instructions
e« Reminders
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Office Memo

An Office Memo (s similar to a memorandum but more
formal and often used in government offices.

Features:

- Official tone

* Proper format

» Used for policy or instructions

Difference from Memo:

*» More formal

» Used in government or large organizations
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Job Application Writing

A Job Application Letter is written to apply for a job.
Structure:

 Sender’s address

* Date

* Employer’s address

* Subject

* Salutation

* Body (qualification, experience)
* Closing

Tips:

« Be concise

 Highlight skills

* Use formal tone
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Resume Writing

A Resume (s a document that summarizes a candidate’s
qualifications, skills, and experience.

Contents:

* Personal details
» Career objective
« Education

« Skills

» Experience

« Achievements




Types:

* Chrronological

* Functional

« Combination

Tips:

» Keep 1t short (1 -2 pages)
» Use bullet points

» Avoid errors
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