LIl BOSTON * NETWORK

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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Wadan1gusTens:

®  133INTUIUNT “NNTUsTTN” fitszAvana (Effective Cycle of “Meeting Administration Management”)
o unumwihilvesgantufin (Minutes' taker duty)

® sinwenisamtiuiin (Powerful Techniques for Minute Taking)

®  ANNTWNIIAANT “a19En3lszgu” (Preparation of Effective “Agenda”)

®  ¥ANN1TUNIAANT “P1e9UNN9L9ETN” (Producing Informative “Minutes of Meeting”)

e n3nlHnuUjiiR (Group Case Study Exercises) “Agenda” and “Minutes of Meeting”

° mi‘ﬁﬂmu@m\‘ﬁuﬂ@ju (Group Presentation)

® 1lsziiluna (Key Points Evaluation & Correction)

® a371 AN - A1PBL (Q & A and Wrap - Up)

LUNIESRINGL:

(% 3 ¥ o

2l A v o o = = vl o & ol
¢ un @QﬂW?L’&?N@?WQVIﬂ‘Hzﬂ’]?UNV]ﬂLL'Z\]Sﬂ"l?L‘Uﬂuﬁ‘Wﬂ\‘l’]uﬂ’]?ﬂ?ﬁi‘q&J wwmwmmmmﬂum@ﬂ?z‘qu ?QNWQHW@MI‘Q

il

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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