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1. This paper consists of TWO sections: A and B. 

2. PArinntesdwBye:rBAunLgalsAencdtiVooncaAtio.nal College 

3. DAaten:s1w9.1e1r.2q0u25es1t0i:o56nATMHIRTEEN (13) and any other TWO (2) questions in section B. 
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4. Marks for each question are indicated in the brDaactek:e1t9s..11.2025 10:56 AM 

5. Candidates are provided with a separate answer booklet 

6. Do not write on the quePsr itnit eodnBpy Technical And Vocational College Date: 19.11.2025 

10:56 AM 
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This paper consists of THREE (3) printed pages 

Candidates should check the question paper to ascertain that all 

pages are printed as indicated and that no questions are missing. 
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SECTION A (40 MARKS) 

Answer ALL the questions in this section. 

1. Meetings in anProinrtgedanBiyz: BatuinognhoTredchinniacatel Adnbd yVotchaetiocnhalaCiorlpleegreson in conjunction with the Office 

AdminiDsat rtea:t1o9r..11.S2t0a2t5e10T:5H6 RA ME E  objectives of coordinating official meetings. 

(3 Marks) 

2. Name FOUR steps to be followed when preparing for a meeting (4 Marks) 
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3. State THREE reasons why quorum is important before the meeting starts (3 Marks) 
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4. A meeting room is a place or room specified for a meeting gathering. Identify FOUR 

ways through which one can create a welcomin
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5. Budget preparation for a meeting may be hectic in a sense that it may end up being costly 

to the organization. State FOUR ways through which costs may be minimized without 

affecting the quality of the meeting. (4 Marks) 

6. Reference materials for a meeting may be provided in two formats, printed format for 

participants who prefer hard copies and digital formats such as slides via email or a 

meeting management system. State THREE advantages of embracing the digital 
Printed By And Vocational College 

Date:m19a.1t1e.r2i0a2l5s1i0n:5a6 AmMeeting. (3 Marks) 

7. Meetings may not always be attended by all members. Some send apologies while others 

do not. In a case where non-attendees are supposed to know the outcome of the meeting, 

identify TWO ways through which the messagePmrinateyd Bbye: Bcucr thatTeedchtnoi cat lhAenmd V.(o2caMtionaarlkCso)llege 
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8. Action plan is the last procedure of any official meeting held in an organization. This is 

the implementation of whatever agreements that were unanimously passed in a meeting. 
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9. Clearing of the meeting room is an important ePxr ientrecdisBey:  AitndeVnoscuartieosnatlhCaotllege 

the room is clean and fresh for future use. St atDeatFe:O1 9U. 1R1 . 2i0t2e5m1s0 : 5t h6  aAtMshould be removed 

when clearing the meeting room. (4 Marks) 

10. An apology is a spokenProinrtewd Briyt:tBstihoTnecohnf icoanl Aen’ds VreocgarteiotnafloCrofllaegileing to attend a 
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meeting. Give TWO benefits of conveying an apology. (2 Marks) 

11. We have different types of minutes written in meetings. State THREE types of minutes. 
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(3 Marks) 

D1a2t e. :T19h. 1e1r.e20a2r5e1t0o:5o6lAsMthat  may be used to schedule official meetings in an organization. 

Enumerate four of these tools. (4 Marks) 
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SECTION B (60 MARKS) 

Answer question 13 and any other TWO questions in this section 

13. Mary works asParinnteOd fBfyi:cBeuAnaol Anned oVfoctahtieonlaelaCdoillneggecompanies. Her duties include receiving clienDtast,e: 

d1 9i r. 1e1c. 2t i0n2 g5  1v0:i5s6itAoMrs,  coordinating official meetings among other duties. Since she is 

almost retiring, she has been asked by her manager to induct a newly employed 

Office Administrator who would replace her position when she finally retires. One of the 
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key areas that she has been asked to carry out an induction on is about official meetings 
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coordination and minutes writing. 
(a) 

Suggest FIVE regulations that should be ob
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(b) Describe FIVE functions of the Office Administrator on the day of the meeting. 

(10 Marks) 

14. Providing meals at a meeting promotes a welcoming atmosphere to attendees. The meals 

provided will depend on a number of factors that should be put into consideration. 

(a) Discuss FIVE factors to considered when providing meals in a meeting. (10 Marks) 

(b) Outline FIVE key hospitality services provided during official meetings. (10 Marks) 
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D1a5t e. :P1 9re. 1v1a. 2i0l2in5  g10c:5u6ltAuMral believes do affect the provision of hospitality services in a meeting. 

(a) Highlight FIVE ways through which a society’s culture may be embraced to impact the 

effectiveness of official meetings. (10 Marks) 

(b) Technology significantly enhances hospitaliPtryintseedrBvyi: rathmTleicnhinnicgal oApnderVaotciaotinonsalaCnodllege 
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improving the overall attendee experience. Discuss FIVE ways through which the 

integration of technology enhances hospitality services during official meetings. 
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(10 Marks) 

16. When selecting a venue for a meeting, organiPzrainttieodnBsy:siTdeecrhnsiceavl  eArnadlVfoacacttioonrasl Ctholaletge 

may significantly affect the outcome and produDcattei:v1i9ty.11o.2f0t2h5e10m:5e6eAtMing. 

(a) Describe FIVE factors that influence the selection of the meeting venue. (10 Marks) 

(b) There are consequePnrincteeds Bays:sthTeachnniicnalaApnpdrVoopcraitaiotneal vCeonlleugee for an organizational 
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meeting. Highlight FIVE strategies through which the consequences may be avoided. 

(10 Marks) 
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