GE2410 Lesson 11
Meeting Rundown
[bookmark: _GoBack]Task:
Watch the video and reorder the stages below. 
	Stages
	Events

	______
	a. Marcus moves onto the next item and asks Lydia to time him. 

	______
	b. Marcus thanks Paul and opens the item for comments. Maya comments on Paul’s proposal. Marcus responds to Maya’s comments and asks if everyone else is ready to move on.

	______
	c. Marcus interrupts, summarizes views for later discussion and confirms if his summary is accurate, then he adjourns meeting for a break.

	______
	d. Marcus continues onto third item and see if Maya has anything to add to the figures she emailed out.

	______
	e. Marcus opens up item for comments and questions. Matt and Maya discuss.

	______
	f. Marcus introduces first item and hands it over to Paul, who reports on his progress about flexible working hours.

	______
	g. Marcus, welcomes everyone and makes sure everyone has a copy of the agenda. Marcus goes through the rundown of the meeting.





