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Course:

Effective Minute and Memo Writing
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Duration: 1 Day (9:00 - 16:00)
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WalAN1TUTTENE:
®  3333NTUINNT “NITUTTIN” ffuszAnsua ( Effective Cycle of “Meeting Administration Management)
o unnwwihilnesiianiiufin(Minutes' taker duty)
® sinwen1santiufin(Powerful techniques for minute taking)
® AN luN19aRYIN “19En9UsEN” (Preparation of effective “Agenda”)
® AN lN199RYIN “eNTUNI9lsza” (Producing Informative “Minutes of Meeting”)
° ﬂitﬁ?lﬂﬂﬁﬂﬁ (Group Case Study Exercises)
“Agenda” and “Minutes of Meeting”
® 131N L@u‘ammuﬂqy (Group Presentation)
® 1lsziiluia(Key points evaluation& correction)

® a3t AN - AIMAL (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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