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Effective Minutes and Report Writing
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Duration: 1 Day (9:00 — 16:00)
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Wadan1gusTens:

®  3333NTUINNT “NNTUTTTN” fithlsvAvana (Effective Cycle of “Meeting Administration Management”)
o unnwwhilvesdantiuin (Minutes' Taker Duty)

® sinwen1santiufin (Powerful Techniques for Minute Taking)

e yiann1sluN19anYin “9n3ennslsean” (Preparation of Effective “Agenda”)

®  %aNN19lUN19ARNIN “s8NTUNI9LsEH” (Producing Informative “Minutes of Meeting”)

e n3linufjuiF (Group Case Study Exercises) “Agenda” and “Minutes of Meeting”

° msﬁﬁmu@mmmnz@ (Group Presentation)

® 1lsziuka (Key Points Evaluation & Correction)

® a3t AN - ATRAL (Q & A and Wrap - Up)
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