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Minutes are vital to the success of meetings. Attendees rely on them for information they may have missed,
and they serve as an essential communications tool for non-participants. In addition, the action points
highlighted in minutes act as a timely reminder for the whole organization. Taking minutes involves listening
skills as well as the ability to absorb information and summarize it smultaneously. The minute-taker is one
of the most important and powerful people in a meeting. Although the tasks can be daunting, itisan
opportunity to develop knowledge, broaden horizons and build credibility within the organization.

Taking Minutes of Meetings is an accessible reference guide following the whole meeting cycle. Starting
with organizing a meeting, it goes on to give reliable, hands-on advice about the sections of a meeting; the
agenda; personal preparation; taking notes; accuracy; structuring notes; writing up the minutes and recording
decisions and actions. It is aimed at anyone new to taking minutes and professional s looking to brush up their
technique.
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From reader reviews:
Trevor Cianciolo:

Typically the book Taking Minutes of Meetings: Set the Agenda; Identify What to Note; Write Accurate
Minutes (Sunday Times Creating Success) will bring you to the new experience of reading some sort of
book. The author style to explain the ideais very unique. In the event you try to find new book to read, this
book very ideal to you. The book Taking Minutes of Meetings: Set the Agenda; |dentify What to Note; Write
Accurate Minutes (Sunday Times Creating Success) is much recommended to you to read. Y ou can also get
the e-book through the official web site, so you can quicker to read the book.

James M cFarland:

The actual book Taking Minutes of Meetings: Set the Agenda; Identify What to Note; Write Accurate
Minutes (Sunday Times Creating Success) has alot info on it. So when you check out this book you can get
alot of advantage. The book was authored by the very famous author. Mcdougal makes some research ahead
of write this book. This kind of book very easy to read you can obtain the point easily after perusing this
book.

Kenny Crowther:

It is possible to spend your free time you just read this book this guide. This Taking Minutes of Mestings:
Set the Agenda; | dentify What to Note; Write Accurate Minutes (Sunday Times Creating Success) issimple
bringing you can read it in the area, in the beach, train in addition to soon. If you did not get much spaceto
bring the printed book, you can buy the e-book. It is make you simpler to read it. Y ou can save the book in
your smart phone. Therefore there are alot of benefits that you will get when one buys this book.

Sylvester Perkins:

Publication is one of source of know-how. We can add our know-how from it. Not only for students and also
native or citizen require book to know the change information of year to year. Aswe know those ebooks
have many advantages. Beside we add our knowledge, may also bring us to around the world. With the book
Taking Minutes of Meetings: Set the Agenda; Identify What to Note; Write Accurate Minutes (Sunday
Times Creating Success) we can have more advantage. Don't one to be creative people? Being creative
person must love to read a book. Only choose the best book that suited with your aim. Don't end up being
doubt to change your life with this book Taking Minutes of Meetings: Set the Agenda; Identify What to
Note; Write Accurate Minutes (Sunday Times Creating Success). Y ou can more pleasing than now.
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