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6.1 Meeting

Preparing for the meeting : NSATENAINDUAITUTTYY >

1. Agenda (919¢n13Use%x) : The agenda outlines the topics to be
discussed during themeeting, keeping the discussion focused and organized.

2. Meeting materials (tan&19n113U33YY) : These include documents,
presentations, or reports relevant to the meeting's agenda, ensuring all attendees
have access to necessary information.

3. Meeting room setup (5ﬂm'§‘c’mﬁa\‘lﬂiz°qu) : The secretary arranges the
meeting room and necessary equipment, such as projectors or conference call
systems, to ensure a comfortable and productive environment.

4. Attendee list (518%efidsaun1sUssyn) : Maintaining a  list of
attendees ensures that all necessary individuals are invited to the meeting and

helps coordinate attendance.
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5. Meeting minutes (ﬁuﬁﬂmiﬂizﬂgu) : During the meeting, the secretary

~ takes notes orminutes to document discussions, decisions, and action items,

providing a record of the meeting's outcomes

Steps for conducting a meeting : {lgumumiﬁ%ﬁumsﬂiz?gu

1. Prepare Agenda (LG]%EJmﬁzﬂﬁU'izﬁqu) Create an agenda to guide the
discussion and keep the meeting on track.

Example : “Let’s review the agenda before we start to ensure we
cover all the important topics.”

2. Start on Time (L'%Im'ixmm) Begin the meeting promptly to respect

everyone’s time.

Example : “Good morning, everyone. Let’s get started right on time.
We have a lot to cover today.”

3. Discuss Agenda Items (8AU518M145187159158N15U58Yu) Address each

agenda item, allowing relevant participants to provide input.



2 — 4. Assign Action Items (UBUNUILAITLINU) Assign  tasks  to speciﬁcl" |
individuals with deadlines and expectations.
1 Example: “John, could you follow up with the client and provide an
| update at our next meeting?”
5. Summarize and Close (#5UuazUnn15Useyy) Summarize key points,
decisions, and next steps before concluding the meeting.
Example: “To wrap up, we’ve made progress on our marketing

\‘f'

strategy and have actionable steps tomove forward.”
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How to write meeting minutes : n*ﬁﬁ&mﬁﬂ&mumﬁlis*’qu

What is meeting minutes?

Meeting minutes are notes that someone takes during a meeting to write down what
happened. They include important points discussed, decisions made, and tasks assigned.
Think of them like a summary or record of what happened in the meeting, so that people

who weren’t there can know what was talked about and what needs to be done next.
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Steps of writng meeting minutes : ’Eljumaun’lilf?l&lu*é’lElﬁ'lum%iliz“qu

1. Take Notes (AUUNN)

During the meeting, take concise notes on key discussions, decisions, and action items.

2. Organize Information (138U584)

After the meeting, organize your notes by agenda item for clarity.

3. Draft Minutes (§1951891un15Us9)

Write up the minutes, summarizing discussions and decisions accurately.

4. Review and Distribute (AS23aNIULLAZLNYLLNS)

I Review the draft for accuracy before distributing the final minutes to attendees.
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Common sentences people use in meetings Uiﬂﬂﬂiﬂﬂ’liﬂi:ﬁ&l

Let’s get started. “Yusuauan” -

Can everyone hear me okay? “ynauladudssewulnuaiu/ag”

n

’d like to propose/agenda item... “auagnnaue/SedlussilyuisensUsega...

Does anyone have any questions or o as - L N
lassiAanunsemuiiuezlsunensiu/as”
comments?

Let’s go over the agenda. “mpansedAgyesITiiev N U sEYunu”
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“ o a a = as & 9070'3:

_ ﬂma’lmmaﬁ‘U’lEJqumemmﬂU@ﬂuulﬁlﬁu
Could you please elaborate on that point?
AIu/me”

_ _ _ “guiiuaie/ldiuseiuls muves
| agree/disagree with [someone’s] point.

(lasunsau]” o -
We need to stay on track. “L3WoInTIIREY N TUsERuSYUToy”
i Let’s table that for now and come back to , . . .
ot weasAegnauunaeeslivivalunevas”
it later.

We’re running out of time, so let’s wrap up. “tIat3uiupgaILa) Ul sELaaTAT /AL
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for watching
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