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08.30-09.00 u. aywnziiiau

09.00-16.00 u

1. ununnuageitadaslueiuilsyau Meeting-
concerned persons’ role .

2. pagndfinarminnuagiaziunisudagsnistunilseyu
Qualification and role of administrative affair personnel
or secretary at the meeting

3. asszruuuunienis waslitilunienis Formal and
informal meeting ;

4. sduyyrassaviunsdseyn (Melne wasdngr)
Type of meeting’s minutes (Both Thai and English)

5. msaadurinnsdszan (Mie'lne wagdenaw) Meeting
Recording (Both Thai and English)

- MsAeaLELaANAFIWaUaIKL2AUTEyN Write down all
speeches of the meeting attendants

- Mrantatadanizdsziauddgnialannusdey
Write down the syllabus or theme

- AMTARRTUEITEE AU TIRRITAU ALY LUGKA
Summarize the essence of the topics considered for
opinion and reasons

6. nannisidiaunaunssean (We'lne uazdong)
Principles of Meeting’s Minute Writing (Both Thai and
English)

lamuandey Essence

Mmignsay datau Correct and clear language
ATEEvaGUINTEAsUsu Order of meeting agenda
AsudaudaIwa ety Writing an argument
msdaurayaifudiay Srurudu &6 Writing numbers

and statistics

AMLdiauIa ANTRRAN LasdaturasaiaLfiuATuaILe

az1138ANsUseaiu Writing a period, follow-up, and meeting
status at each agenda '

7. MAWY §1uu Aniegsfianims@nen Vocabulary,
idiom, and necessary business langue

8. &unArsudntdavlunsidisusiaviunisuseyn What
should avoid in writing a meeting minutes

9. aqilisziduilaymlunsdiausaounisilsyan wagianis
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