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The Global Knowledge Network

Course:

Effective Minutes and Report Writing
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Duration: 1 Day (9:00 — 16:00)
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WdanITUTTaNE:

®  9AINNILINNT “NTUTTIN” fils=Ansua (Effective Cycle of “Meeting Administration Management”)
° wmwﬁﬂﬁmméﬂmﬁuﬁn (Minutes’ taker duty)

® sinmenisantiufin (Powerful Techniques for Minute Taking)

®  %aNNITUNMIAAN “13¥N3L3TN” (Preparation of Effective “Agenda”)

®  %ANNITUNIAATN “31ENUNN9LsEIH” (Producing Informative “Minutes of Meeting”)

e n3tlEnUfiR (Group Case Study Exercises) “Agenda” and “Minutes of Meeting”

° miﬁﬁmu@mmmmﬁu (Group Presentation)

® ilsziiluna (Key Points Evaluation & Correction)

® 431 A101N — AIEAL (Q & A and Wrap - Up)
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Boston Network Co., Ltd. Tel. 02-949-0955, 02-318-6891 Mobile: 086-337-8266, Fax: 02-949-0991
E-mail: seminar@bostonnetwork.com, Web: http://www.bostonnetwork.com
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