LEADERSHIP AND TEAMWORK SKILLS
	




No.
	




Group Members




	


Time Arrival with Signature
	


Time Finish with Signature
	Group Meeting Agenda
	Other Remarks
e.g potential problems/ difficulties/limitations

	
	
	
	
	Date:  5 DECEMBER 2018

Time:  9.00 P.M. – 10.00 P.M.
	Who took the notes?
Name: MUHAMMAD AMIR SYAFIQ BIN MUSTAFA KAMAL
	Who is leading the discussion?
Name:  MUHAMMAD DANIAL HAKIMI BIN MOHD HABIBULLAH

	

	
	
	
	
	No.
	Agenda Items
What are the things discussed at the meeting?
	Who is talking/giving ideas?
	What action needs to be taken? What do we need to bring?
	

	1
	MUHAMMAD DANIAL HAKIMI BIN MOHD HABIBULLAH    (A18CS0133)

	8.50 P.M.
	9.56 P.M.
	1
	Any other problems or issues
that can be detect during this
Event.
	BURHANUDDIN
	DISCUSS THE SOLUTION OF WHAT ACTION CAN BE TAKEN IF PROBLEMS ARISE
	

	2
	MUHAMMAD AMIR SYAFIQ BIN MUSTAFA KAMAL         (A18CS0125)
	8.50 P.M.
	9.56 P.M.
	2
	The quantities of food and gifts that required for the event.
	DANIAL
	ORDER THE RIGHT AMOUNT OF FOOD AND GIFTS
	

	3
	EDOWARDO     (A18CS0297)

	8.50 P.M.
	9.56 P.M.
	3
	The available or suitable sponsored that can be get for the event.
	EDOWARDO
	FIND THE SUITABLE SPONSERS
	

	4
	MUHAMMAD BURHANUDDIN BIN IBRAHIM           (A18CS0129)
	8.50 P.M.
	9.56 P.M.
	4
	The expected budget required for the event.
	EDOWARDO
	MAKE SURE THAT THE PORGAMME DOES NOT EXCEED THE BUDGET
	


Group Meeting Agenda: Template for Students (5 forms and 5 full meeting’s agenda)

Please attach this form with project report and write full meeting agenda for each meeting.

LEADERSHIP AND TEAMWORK SKILLS
	




No.
	




Group Members




	


Time Arrival with Signature
	


Time Finish with Signature
	Group Meeting Agenda
	Other Remarks
e.g potential problems/ difficulties/limitations

	
	
	
	
	Date:  28 NOVEMBER 2018

Time:  10.00 A.M. – 11.00 A.M.
	Who took the notes?
Name: MUHAMMAD AMIR SYAFIQ BIN MUSTAFA KAMAL
	Who is leading the discussion?
Name:  MUHAMMAD DANIAL HAKIMI BIN MOHD HABIBULLAH

	

	
	
	
	
	No.
	Agenda Items
What are the things discussed at the meeting?
	Who is talking/giving ideas?
	What action needs to be taken? What do we need to bring?
	

	1
	MUHAMMAD DANIAL HAKIMI BIN MOHD HABIBULLAH    (A18CS0133)

	9.55 A.M.
	10.55 A.M.
	1
	The main target of the participants and the expected number of participants.
	AMIR SYAFIQ
	MAKE SURE THAT NUMBER OF PARTICIPENTS DOES NOT EXCEED THE TARGET NUMBER OF PARTICIPENTS
	

	2
	MUHAMMAD AMIR SYAFIQ BIN MUSTAFA KAMAL         (A18CS0125)
	9.50 A.M.
	10.55 A.M.
	2
	The event tentative and activities.
	AMIR SYAFIQ
	DISCUSS THE PROTOCOL AND ACTIVITIES THAT WILL BE CONDUCTED
	

	3
	EDOWARDO     (A18CS0297)

	9.45 A.M.
	10.55 A.M.
	3
	The expected speaker for the talk.
	BURHANUDDIN
	FIND THE SUITABLE SPEAKER
	

	4
	MUHAMMAD BURHANUDDIN BIN IBRAHIM           (A18CS0129)
	9.50 A.M.
	10.55 A.M.
	4
	Other suitable parties that expected to collaborate together to conduct this event.
	DANIAL
	FIND MORE PARTIES THAT CAN COLLABORATE WITH THIS PROGRAMME
	


Group Meeting Agenda: Template for Students (5 forms and 5 full meeting’s agenda)

Please attach this form with project report and write full meeting agenda for each meeting.

LEADERSHIP AND TEAMWORK SKILLS
	




No.
	




Group Members




	


Time Arrival with Signature
	


Time Finish with Signature
	Group Meeting Agenda
	Other Remarks
e.g potential problems/ difficulties/limitations

	
	
	
	
	Date:  21 NOVEMBER 2018

Time:  11.00 A.M. – 12.00 P.M.
	Who took the notes?
Name: MUHAMMAD AMIR SYAFIQ BIN MUSTAFA KAMAL 
	Who is leading the discussion?
Name:  MUHAMMAD DANIAL HAKIMI BIN MOHD HABIBULLAH

	

	
	
	
	
	No.
	Agenda Items
What are the things discussed at the meeting?
	Who is talking/giving ideas?
	What action needs to be taken? What do we need to bring?
	

	1
	MUHAMMAD DANIAL HAKIMI BIN MOHD HABIBULLAH    (A18CS0133)

	10.50 A.M.
	11.58 A.M.
	1
	The event name and the purpose of the event
	BURHANUDDDIN
	FIND A SUITABLE PROGRAMME NAME AND PURPOSE
	

	2
	MUHAMMAD AMIR SYAFIQ BIN MUSTAFA KAMAL         (A18CS0125)
	10.55 A.M.
	11.58 A.M.
	2
	The event objective or what the target to be achieved from the event.
	AMIR SYAFIQ
	MAKE SURE THAT THE PROGRAMME CAN FULFILL THE OBJECTIVE
	

	3
	EDOWARDO     (A18CS0297)

	10.50 A.M.
	11.58 A.M.
	3
	The problem related that need this event to be conducted.
	EDOWARDO
	[bookmark: _GoBack]DISCUSS THE PROBLEM RELATED TO HELD THIS PROGRAMME
	

	4
	MUHAMMAD BURHANUDDIN BIN IBRAHIM           (A18CS0129)
	10.50 A.M.
	11.58 A.M.
	4
	The expected time, date and venue for the event.
	BURHANUDDIN
	FIND A SUITABLE DATE, TIME AND VENUE
	


Group Meeting Agenda: Template for Students (5 forms and 5 full meeting’s agenda)

Please attach this form with project report and write full meeting agenda for each meeting.

