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09.00-16.30 %
1. Uﬂmﬂﬂm;jﬁLﬁmﬂ”ﬂﬂ‘lmmﬂi:qu Meeting-concerned persons’ role
2. @mﬂuﬁmmzﬁﬁﬂﬁﬂmLam%ﬂ’ﬁﬂ%aﬁqimﬂuﬁﬂi:qu Quialification and role of administrative affair
personnel or secretary at the meeting
3. msﬂszqmwumami wazldifun19n13 Formal and informal meeting
4. sUuuuzgeTIEwNTU YN (ﬁ”’\ivlwﬂ wazBINg W) Type of meeting’s minutes (Both Thai and English)
5. MsIRtuinn1TUsEgN (vislne uazdongw) Meeting Recording (Both Thai and English)
o miﬁlﬁlazlﬁ&llﬂnnﬁﬂw_ﬁ‘dmEj’L"al”’lﬂ‘a‘z"qN Write down all speeches of the meeting attendants
[¢} ﬂ'ﬁﬁlﬁlﬂ'aL%la\‘iLQWW:Ui:Lﬁ%ﬁWﬁ'fyﬁ%aslﬁ]mﬂuﬁ’lﬂufy Write down the syllabus or theme
[¢} miﬁlﬁlﬂ?ﬂﬂﬁ:ﬁﬂﬁmﬂmL%aﬂ“?llﬁﬁ]’lim’l ANLAK LWRAKA Summarize the essence of the topics considered for
opinion and reasons
6. NANN13EBIBIIWNITUTZYN (ﬁ”’\ivlwﬂ waZBINgW) Principles of Meeting’s Minute Writing (Both Thai and English)
[¢} SLQFI'NNE?WFTEQ Essence
o] ﬂ']m“?ignm"m 4mLaW Correct and clear language
o] miL%ENé'WﬁU’J’]izﬂ’liﬂizﬂN Order of meeting agenda
o nsLdawAIWALALES Writing an argument
o M3dendoyalnaaLan §1wInln d05 Writing numbers and statistics
0 NILILIAT NTARARTIN LASHOIWATITAEUTWNITTBIUAFLINTENTUT2YN
Writing a period, follow-up, and meeting status at each agenda
7. AANY @1%3% ﬂﬂuﬂﬂ’lﬂﬁqiﬁﬁ]ﬁmiﬁﬂw’l Vocabulary, idiom, and necessary business langue
8. ﬁl\‘i‘ﬁmiﬁ5nL?l‘Eloslu,nWiL%EI%i’IElmumiﬂi:‘qu What should avoid in writing a meeting minutes
9. ayUusziandyniluwnisdeusiesnunisussgs wazismsudlaevimwinislunisan LLa:‘,ﬂijﬂ‘j’lﬁlﬂ’]%ﬂ’]iﬂixﬂuﬂgﬂﬂEJLLaZ
ET\‘mE]H Summarize the issues on writing the meeting minutes and solutions for improvement on
writing down and summarizing the meeting minutes in Thai and English

10. N3AANWT LAZOINABU Case Study and Answer and Questions ﬂ'ml’uauamm'mnq'w (Group Presentation)
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