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Wzian1silnausu /duuun
1. ununuadiiAaizasluaulsyan Meeting-Concerned Persons’ role
2. ﬂmauﬁﬁLLawﬁwﬁ"uaoLamumm‘%aﬁsmﬂuﬁﬂszﬁu Qualification and role of Administrative
Affair Personnel or Secretary at the Meeting
3. msdsyanuuunivns waylilunienns Formal and informal Meeting
4, sluuyzasauMsdsEan (We'lna wasdanaw) Type of meeting’s minutes (Both Thai and
English)
5. msaatfurinnnsuszan (Ve'lne uardenaw) (Meeting Recording (Both Thai and English)
- AMsAaastdaannfInauadriandseu (Write down all speeches of the meeting attendants)
- asandadasanivlsuidudrdgyvialannusidey (Write down the syllabus or theme)
- msandslasTdAnuadiFasiiiatsan ANy WaKA
- (Summarize the essence of the topics considered for opinion and reasons)
6. nannsdausIEvIUnITUsEUN (VTVa"l,vm waraynaw) Principles of Meeting’s Minute Writing
(Both Thai and English)
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- Tamnud@ey Essence
- mmﬁ'qnm"aa fimtau Correct and clear language
- MsBavaausEnsUlseyu Order of meeting agenda
- mMsdauAwaleinegy Writing an Argument
- msdigurayaiiusian Swudu &6 Writing numbers and Statistics
- astdigunal ANsAeeN wasaaunTsaiaiunsuadLaazTEn1sdseu Writing a period,
follow-up, and meeting status at each agenda
7. @FWY duau mmmmsﬁaﬁmsﬁnm Vocabulary, idiom, and necessary business langue
ﬁoﬁmmﬁma‘?im“lumﬂﬁﬂuswr_la'lumsﬂszﬁn What should avoid in writing a meeting minutes
9. aylisuiduiigvnlunisdausiaeunisdsyan uasignsudludawaiunnislunisan wazasilsaou
Uszanifelnauay §9naw Summarize the issues on writing the meeting minutes and solutions for
improvement on writing down and summarizing the meeting minutes in Thai and Englis
10. nsdi@n uazauaau Case Study and Answer and Questions
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tJu'laivi www.hipotraining,co.th

awud hipotraining@gmail.com

i &1fm www.facebook.com/HIPOtraining
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