SNmEE How to Write Minutes of Meetings

% Course Objective % Full Fees (inclusive 9% GST)

v Take appropriate minutes for meetings Member: $327.00 Non-member: $436.00 J
v' Report more accurately and clearly

& Target Audience % Opt for customised group training to unlock cost-effective quotes
Staff who takes notes in briefings or writes minutes of meetings. from us on top of following quantifiable/qualitative benefits:
Receive tailored recommendations and dedicated support from
our team of specialists
Benefit from course content adapted to your organisation’s
context, enriched with industry-focused case studies
Achieve higher training effectiveness through relatable and
practical learning
Strengthen team bonding and cohesion through shared learning
experiences
Enjoy full flexibility in course scheduling and venue selection

9 Key Takeaways % Trainer’s Profile
Ms Mae Wong is a Senior Associate Trainer of SNEF. She has
Introduction extensive working experience in training local companies in
v" Importance of minutes minute-writing and business communication skills. Ms Wong
v Purposes of minutes received her Masters of Arts (TESOL) from University of London,
v" Problems of the minutes-taking UK and Masters of Arts (ENGLISH) from University of Waikato,
New Zealand.
Preparing to take the Minutes
v Preparation and planning
v' Summarising skills
v Taking notes for minutes
v Preparing the agenda

The Language of Minutes
v' Tenses in reported speech
Reporting verbs
Reporting outcomes
Avoiding ambiguity
Diplomacy in minutes
Analysing the minutes of a meeting

% Availability | Venue | Contacts % Registration

Offered as Group Training 212 pax

Duration: 1-day, 9am-5pm (7 hours)

@ SNEF @ Paya Lebar Square

(=] Karmila DID: 6827 6923
B3 karmila@snef.org.sg

& trg@snef.org.sg | Hotline: 6827 6927
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