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08.30-09.00 u. ayniiiau

09.00-16.00u

1. ununaasgniiedadluuilssyu Meeting-
concerned persons’ role .

2. aaguidnasuinnuaaniunsuiagsnslundssyu
Quialification and role of administrative affair personnel
or secretary at the meeting

3. msszguuuunienis waslitflunieais Formal and
informal meeting 3

4. sduuvragsavunsdssyn (Me'lng wasadng)
Type of meeting’s minutes (Both Thai and English)

5. msaatiuiinaisisyau (Me'lne wagdengw) Meeting
Recording (Both Thai and English)

- MsanagidaanadIwauadfiindszyn Write down all
speeches of the meeting attendants

- MaataBasanizlssaudidgywialannusidey
Write down the syllabus or theme

- MaasglaIsTAIdYUaIBaITIRAITAN ANNLAY LUAKA
Summarize the essence of the topics considered for
opinion and reasons

6. nannisidiaunanumsszgy (Wolne wazdongw)
Principles of Meeting’s Minute Writing (Both Thai and
English)

- Tamuadey Essence

- MENgnead faLtau Correct and clear language

- AT EYANAUNTEATUsEYN Order of meeting agenda

- AT EUAIWATALEY Writing an argument

- madaudayaidudiay Sruruldu &df Writing numbers
and statistics

- Msdaual NMTRAAIYN LazdauLAIsalfILIUATADIUG
avIsvANsUlseyu Writing a period, follow-up, and meeting
status at each agenda .

7. @EWY &1 AenegIianasEne Vocabulary,
idiom, and necessary business langue

8. AvnarTudntdavlunisidizusiaviunisdssyu What
should avoid in writing a meeting minutes

9. aqdsuiauiigmlunisidisusasunisdssyy uasisnns
wAluiawaiuinislunisae uasasql
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