Meeting Card Strips (in correct order)
	确定主持会议者Organise who will chair the meeting


	确定会议记录者 Organise who will record minutes


	邀请相关人员参加会议 Invite appropriate people to the meeting


	征求议程的细节并编写议程
Invite inclusions for agenda or compile agenda


	欢迎所有与会者 Welcome all present


	记录缺席者Record absences


	确认上次会议的时间 Approve minutes of the last meeting


	上次会议中发生的事情 Matters arising from the previous meeting


	有无其他业务 Any other business (AOB)


	会议结束 Close meeting


