BOSTON + NETWORK

The Global Knowledge Metwaork

Course:

Effective Minutes and Report Writing
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Boston Network Co., Ltd. Tel. 02-949-0955, 02-318-6891 Mobile: 086-337-8266
E-mail: seminar@bostonnetwork.com, Web: http://www.bostonnetwork.com
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®  33a3NILIUNT “NTUsTIN” fifltlsvAviaua (Effective Cycle of “Meeting Administration Management”)
° uwmwﬁﬁﬁmm@@ pluiin (Minutes’ Taker Duty)

o sinwrnsaniudin (Powerful Techniques for Minute Taking)

®  uANNNTIUNNIARTN “9192n191l3vgN” (Preparation of Effective “Agenda”)

®  HANNNTIUNNIARNT “9189UN9LsEN” (Producing Informative “Minutes of Meeting”)

L4 ﬂitﬁaﬂﬂﬁﬁﬁ (Group Case Study Exercises) “Agenda” and “Minutes of Meeting”

L miﬁﬁmuﬂmmuﬂ@:u (Group Presentation)

® 1[3uliiuna (Key Points Evaluation & Correction)

® 471 A7 - AIMEL (Q & A and Wrap - Up)
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