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“ANNUAL GENERAL MEETING”
SCENARIO

You are working as an administrative assistant working for a SST visitor attraction.  
You have been asked to help with re-typing up minutes from this years’ Annual General Meeting (AGM).  The only copy available has been typed with a typewriter. 
The organisation is intending for the information will be made available to shareholders in printed and electronic formats. It is also expected to be published on the company website to be downloaded by the public as a finalised PDF file.
You have also been asked to help with editing part of the constitution.
ITQ EVIDENCE REVIEW FORM

After you complete this exercise you should try to complete the ITQ Evidence Review Form.  
Blank Evidence Review Forms (ERF), guidance sheets and examples are available from ITQ page of the BRC Student resources website or if internet access is unavailable please ask your tutor.

TASK 1: TYPING A DOCUMENT
1. Open a software program capable of editing, formatting, saving and printing a typed document and create a new blank document.

2. Set paper size to A4,  portrait orientation and begin typing the document using Times New Roman, size 11, typeface, Left alignment and single line spacing.
3. Type the following text in to your newly created document.

ANNUAL GENERAL MEEETING OF SST LTD ON WEDNESDAY 25TH MAY 2015 AT SST LTD HEAD OFFICE, ILKSBROOK
MEETING OPENED AT 7:30PM, CHAIRED BY DON MACLEOD, MINUTES TAKEN BY ALEX TARGETT

ALSO PRESENT:  Penny McCoy, Josh Barber, Allan Patterson, Sheldon Craig, Geraldine Brock, Hugh Pope, Naomi Walters, Tasha Dunn, Ronnie Benson, Stella Stokes

APOLOGIES: Minnie Nelson, Theresa Sandoval, Bert Foster, Jesus Sanders, Julian Reid
TREASURER’S REPORT
Geraldine Brock produced a typed report detailing the current position for the previous and coming financial year which was read to the meeting and all accepted as accurate.
GENERAL MANAGER’S REPORT

Penny McCoy read from a prepared report; pointing out that attendance was down and organised visits were dwindling.  More publicity in the local press was required when open days were organised - Josh Barber stated that local press had been informed about dates for promotional events with press releases but no articles appeared in public press. On contacting the newspapers the staff often seemed unaware of the events.  Some in attendance agreed it might be worth contacting local radio stations also.
Penny McCoy informed all that water damage to the roof had been repaired without issue.    The new benches and accessibility ramp had also been installed to the old buildings and were welcomed by the community.  The toilets and kitchen have also been refurbished.  The security of the storage sheds has been significantly improved and the chimney has passed inspection.

ELECTION OF OFFICERS 

Officers elected by AGM attendees are as follows:

Chairman - Don Macleod
Vice-chairman - Allan Patterson

Treasurer - Geraldine Brock

Secretary - Geraldine Brock

CONSTITUTION REVISION

It was agreed that a new slimmed-down, up-to-date and fit-for-purpose constitution should be put to a vote at the next AGM.   

4. In the footer area add the following items next to the right margin:

· Automatic date

· Automatic filename

· Last edited by: (Your Name)

5. In the header area enter Centre Number (21253)
6. Check that you have carried out all the instructions, correct for spelling, punctuation or grammar mistakes, and check your work for neatness and consistency.

7. Save the document to your personal storage device with the filename: minutes_r01
TASK 2: ADD A TABLE TO THE DOCUMENT 
Your Manager has asked that some additional detail must be added at the end of the document.
1. Add this new heading at the end of the text: REVISED VISITOR AND MEMBERSHIP FEES
2. Below the heading create a table with 6 columns and 3 rows.  Enter these 6 Column headings in the first row: Fee Type; Single Adult; Couple; Family; Child; OAP
3. In the second row enter the following 6: items  Membership Fee; £10.00; £15.50; £20.00; £7.20; £8.00  

4. In the Third row enter the following 6: items  Entrance Fee; £2.50; N/A; £10.50; £1.50; £2.00 

5. Format the table to have a outer border and no internal borders/gridlines. 

6. Apply gray shading to the first row and first column of the table.

7. Check that you have carried out all the instructions, correct for spelling, punctuation or grammar mistakes, and check your work for neatness and consistency.

8. Save your work with the new filename AGM_minutes_r02
9. Print a copy of the document.

TASK 3: EDITING A DOCUMENT
You have been asked to assist with revising part of the constitution as was discussed in the AGM.  A colleague has provided you with a folder and some files to work with.
1. Copy the folder AGM 2015 to your storage device.

2. Using a suitable application that can edit and format RTF files; open the file committee from the Constitution folder.
3. Add a clear line space between each paragraph.
4. Remove the paragraph numbers 5.1, 5.2, 5.3… 5.9 etc.  Do not remove the number 5 from the heading.
5. Add any missing full stops to the ends of paragraphs.

6. In the first paragraph: 

6. change Subject as mentioned to as defined
6. Add the words henceforth known as before “the Committee”
6. Remove the words and when complete
6. Insert a full stop / period after year 
6. Insert a paragraph break and a clear line space after the full stop / period.

6. Add The Committee to the beginning of the new paragraph.
7. In the second paragraph; change the number of minimum members to 9.

8. In the third paragraph change The members of the Committee shall be to  By the close of an annual AGM all Committee members are to be
9. Change the fourth paragraph to read:
At each Annual General Meeting; all committee members elected 3 years earlier must retire but are permitted to stand for immediate re-election.
10. Remove the paragraph that begins: In addition to the members…
11. Change the 5th paragraph to read: 
In the event of a casual vacancy in the Committee any committee member may nominate a person to fill the vacancy.  At least 5 members of the committee must agree to the nomination and the Casual committee member shall hold office until the conclusion of the next Annual General Meeting of the Trust. Any Casual members shall be eligible for election at the next AGM meeting.  In the event that no casual replacement is nominated or agreed upon; the proceedings of the committee may continue unhindered.
12. In the paragraph that begins The proceedings…  delete the words appointment co-option
13. Move the paragraph that begins The committee may appoint such special… so that it becomes the 7th paragraph.  In this paragraph a full stop must be added after the word composition.
14. Move the paragraph:

By the close of an annual AGM all committee members are to be elected at the Annual General Meeting of the Trust in accordance with clause 8.
to become the first sentence of the paragraph immediately above it.

15. Use an automated feature to replace each occurrence of Annual General Meeting with AGM.
16. Use an automatic feature to find the number of words in the document.  Enter the number of words on a line below the text.
17. Apply a 2cm First line indent to each paragraph.  Do not indent the title.
18. In the footer area add the following items next to the right margin:

· Automatic date

· Automatic filename

· Last edited by: (your name)

· Automatic page number
19. In the header area enter Centre Number (21253)
20. Check that you have carried out all the instructions, correct for spelling, punctuation or grammar mistakes, and check your work for neatness and consistency.

21. Save your work with the filename committee edited in the AGM 2015 folder.
TASK 4: FORMATTING THE DOCUMENT

1. Embolden, Centre and underline the heading.

2. Format the whole document to font size 14, Arial.

3. Format the heading only to font size 18
4. Apply Double line spacing to the whole document.

5. Fully justify all the paragraphs

6. Set the page margins as follows:
a. Left Margin 4cm

b. Right Margin 2cm

c. Top Margin 2cm

d. Bottom Margin 3cm

7. Apply automatic numbering to all the paragraphs.

8. Check that you have carried out all the instructions, correct for spelling, punctuation or grammar mistakes, and check your work for neatness and consistency.

9. Save your work with the filename committee formatted in the AGM 2015 folder.
10. Print a copy of the document.
TASK 5: ORGANISING YOUR FILES

1. On your storage device rename the folder AGM 2015 to be AGM 2015 (your name)

2. In the AGM 2015 folder create a sub-folder called Minutes 
3. In the AGM 2015 folder create a sub-folder called Committee
4. Move the files minutes_r01 and minutes_r02  into the minutes folder
5. Copy the files committee edited and committee formatted to the Committee folder.

6. Delete the PDF file SST-constitution-19-02-1992 from the constitution folder.  Do not delete the word document.
7. Create a document containing screen prints showing contents of the following folders:

· AGM 2015 (your name)

· Minutes

· Committee

· Constitution
Try to conserve paper if possible by cropping or other techniques.
8. Add your name and an automatic date to the footer area of the document.

9. Print a copy of the screen prints

10. Save your screen prints in your working folder using a suitable filename 
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