Guidelines for managers

The managers of the companies have to chair meetings and make sure that the company can meet deadlines. 
Meeting 1

1. Welcome and introduction

· Welcome your company staff

· Tell them the team has to establish a wedding company and present the company to the public in a Wedding Expo

2. Brainstorm the company name

· The name should be meaningful

· Think of THREE possible names

3. Brainstorm the company logo

· The logo should be meaningful

· Think of TWO possible logos

4. Brainstorm the company motto/ slogan

· You may refer to the wedding companies research

· It’s good to have a slogan but it’s not a must

5. Decide the target couples

· It relates to the services your company provides. 

6. Setting the price range

· This should relate to the target couples

7. Decide the services which the company will provide

· Refer to Wedding Expo Project worksheet P.2
· Items 1-5 are compulsory. Your company has to select THREE additional services from the list.

8. Brainstorm the specialised wedding theme of the company

· Refer to Wedding Expo Project worksheet P.3
· Think of THREE themes which you are interested in working on

· Ask the staff to go back and do more research on the themes (What can be done?)

9. Division of labour

Ask the members to get more information for/ choose 

· Name

· Logo

· Motto/ Slogan

· Wedding themes

10. AOB (Any Other Business)

· Any last minute items

11. Decide on agenda for next meeting (Time, Date, Agenda)
· Reports from members

· Decide the company name

· Decide the company logo

· Refine the company motto/ slogan

· Decide the specialized wedding theme

Meeting 2
1. Approve/ Adopt previous meeting minutes

· The secretary reads the main points of the minutes to the team
2. Reports from members

· Invites the staff to report on the progress one by one
3. Company name

· Decide the company name
4. Company logo

· Decide the company logo
5. Company motto/ slogan

· Re-read the motto/ slogan and see if your company would like to make further changes
6. Specialised wedding theme

· Refer to Wedding Project Worksheet P.3

· Decide on the specialised wedding theme you are going to work on

· Describe the wedding theme 

· Decide on the theme colour and explain the reason for your choice
7. Division of labour

· Assign staff to be responsible for different services (can be one person responsible for one group or in groups with staff responsible for several services)

· Assign work to each person
8. AOB

9. Agenda for next meeting
· Time
· Date
· Agenda
YCH2SS Wedding Services
______________ Company
Agenda of First Meeting

Meeting Purpose: (describe below)             Scheduled Date:________________

	Establishing the company 

· Brainstorming the concept of the company

· Discussing the specialized theme of the company


	Start Time:               End Time:

	Agenda Item Description
	Time allotted
	Discussion Leader
	Objective (Discussion/ Decision/ Information)

	1. Welcome and Introduction
	2 min.
	
	Information

	2. Brainstorm the company name
	5 min.
	
	Discussion

	3. Brainstorm the company logo
	5 min.
	
	Discussion

	4. Brainstorm the company motto/ slogan
	5 min.
	
	Discussion

	5. Decide the target couples
	5 min.
	
	Decision

	6. Setting the price range
	5 min.
	
	Decision

	7. Decide the services which the company will provide
	5 min
	
	Decision

	8. Brainstorm the specialized wedding theme of the company
	5 min.
	
	Discussion

	9. Division of Labour
	5 min.
	
	Assignment

	10. AOB
	5 min.
	
	Discussion/ Information

	11. Decide on agenda for next meeting
	3 min.
	
	Decision

	Total minutes:
	
	
	


YCH2SS Wedding Services
______________ Company
Agenda of Second Meeting

Meeting Purpose: (describe below)             Scheduled Date:________________

	1) Confirm the details of company profile 

2) Confirm the specialised wedding theme of the company


	Start Time:               End Time:

	Agenda Item Description
	Time allotted
	Discussion Leader
	Objective (Discussion/ Decision/ Information)

	1. Approve/ Adopt previous meeting minutes
	2 min.
	
	Decision

	2. Reports from members
	5 min.
	
	Information & Discussion

	3. Company name
	5 min.
	
	Decision

	4. Company logo
	5 min.
	
	Decision

	5. Company motto/ slogan
	5 min.
	
	Decision

	6. Specialized wedding theme
	7 min.
	
	Decision

	7. Division of labour
	 3 min.
	
	Discussion & Decision

	8. AOB
	5 min.
	
	Information/ Discussion

	9. Agenda for next meeting
	3 min.
	
	Information/ Discussion

	10.
	min.
	
	

	Total minutes:
	
	
	


YCH2SS Wedding Services
First Meeting of ______________ Company

held at [time] on [date]

at [venue]

Minutes of Meeting

Present             
:

Absent with Apology
:

Chairperson        
:

Secretary           
:

Time                
:                -

	
	Action

	Item 1 Company name

(
(
(
	

	Item 2 Company logo



	

	Item 3 Company motto/ slogan


	

	Item 4 Target couples


	

	Item 5 Price range


	

	Item 6 Services which the company will provide

( Wedding ceremonies

( Wedding receptions

( Wedding Attire

( Invitation cards

( Pre-wedding photo taking 

(
(
(
	

	Item 7 Specialised wedding theme

(
(
(
	

	Item 8 AOB
	

	Item 9 Agenda for the next meeting

Date:

Time:

Agenda:

( ________________ from members

( Decide the ________________________________

( Decide the ________________________________

( Refine the ________________________________

( Decide the _______________________________
	


_______________ Company
[Date]

Second Meeting of ______________ Company

held at [time] on [date]

at [venue]

Minutes of Meeting

Present             
:

Absent with Apology
:

Chairperson        
:

Secretary           
:

Time                
:                -

	
	Action

	Item 1 Company name

(
	

	Item 2 Company logo

Description:

	

	Item 3 Company motto/ slogan


	

	Item 4 Specialized wedding theme

Theme:

Description of the wedding theme:

Style:

Theme colour:

Meaning of the theme colour:

Symbol:


	

	Item 5 Division of labour

( Wedding ceremonies     --
( Wedding receptions      --
( Wedding Attire          -- 
( Invitation cards          -- 
( Pre-wedding photo taking -- 

(                       -- 
(                       -- 
(                       -- 
	

	Item 6 AOB


	

	Item 9 Agenda for the next meeting

Date:

Time:

Agenda:


	


_______________ Company
[Date]

Deadlines for tasks

	Tasks
	Project Handbook
	Deadlines

	1. Company Profile 
	P.1,2
	

	2. Wedding Theme
	P.3
	

	3. Wedding services (Plan)
	P. 4-15 + THREE chosen services
	

	4. Wedding Expo (Plan)
	P.15 - 16
	

	5. Fashion show (Plan)
	P.17 - 18
	

	6. Company Brochure
	
	

	7. Samples
	
	

	8. Evening dress 
	
	

	9. Script for fashion show
	
	

	10. All materials ready for the Expo
	
	

	11. Booth decoration
	
	

	12. Model in Evening dress (Pic)
	P.19
	

	13. Presentation Speech + aids
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