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Regardless of the nature of your organization, be it a homeowners association,
non-profit, retreat, guild, or corporation, meetings are avery important part of the
process. The ultimate teaching and reference tool, The Art of Taking Minutes
guides the office professional of any level through the many steps of arranging
meetings, putting together agendas, taking notes or minutes, transcribing them in
aprofessional format, and doing the necessary follow-up to be successful.

The first book of its kind covering the subject of meeting minutes when
published in 1981, Delores Dochterman Benson' s indispensable guide remains a
leader initsfield. With over one hundred sample templates and a chapter on the
vocabulary associated with professional minutes, The Art of Taking Minutesis
easy-to-understand and easy to put into practice. Though thirty years have passed
sinceitsinitial publication, it remains atimeless resource and the most
comprehensive and exhaustive primer written regarding meetings and minutes.
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Regardless of the nature of your organization, be it a homeowners association, non-profit, retreat, guild, or
corporation, meetings are a very important part of the process. The ultimate teaching and reference tool, The
Art of Taking Minutes guides the office professional of any level through the many steps of arranging
meetings, putting together agendas, taking notes or minutes, transcribing them in a professional format, and
doing the necessary follow-up to be successful.

Thefirst book of its kind covering the subject of meeting minutes when published in 1981, Delores
Dochterman Benson' s indispensable guide remains aleader in its field. With over one hundred sample
templates and a chapter on the vocabulary associated with professional minutes, The Art of Taking Minutesis
easy-to-understand and easy to put into practice. Though thirty years have passed since itsinitial publication,
it remains atimeless resource and the most comprehensive and exhaustive primer written regarding meetings
and minutes.
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Editorial Review

About the Author

Delores Dochterman Benson has thirty-seven years of experience as an executive secretary. Starting asa
court reporter after graduating from the Court Reporting School of Californiaat Los Angeles, she went on to
become a preliminary design and board of directors secretary at Lockheed Aircraft Corporation; awriters
secretary at Selznick Studios; alegal secretary for J.C. Penny; a TV producer’s secretary for Republic
Studios; a production secretary and script supervisor for O’ Connor Productions, before ultimately becoming
the personal and private secretary to Donald O’ Connor; a marketing administrator and personnel director for
Wavetek, Inc.; and an administrative assistant to the board of directors for the Sonoma County Medical
Association, serving eight boards of directors, fifteen standing committees. The Art of Taking Minutes was
originally published in 1981.

Users Review
From reader reviews:
Donald Campbéll:

What do you concentrate on book? It is just for students because they're still students or that for all peoplein
the world, the particular best subject for that? Just you can be answered for that problem above. Every person
has distinct personality and hobby per other. Don't to be pushed someone or something that they don't desire
do that. Y ou must know how great and also important the book The Art of Taking Minutes. All type of book
can you see on many methods. Y ou can look for the internet resources or other social media.

Dana Hanley:

Now aday those who Living in the era everywhere everything reachable by match the internet and the
resources inside can be true or not demand people to be aware of each data they get. How many people to be
smart in receiving any information nowadays? Of course the reply is reading a book. Reading through a book
can help persons out of this uncertainty Information specifically this The Art of Taking Minutes book
because this book offers you rich data and knowledge. Of course the details in this book hundred per-cent
guarantees there is no doubt in it you may already know.

Robert ClIift:

Reading a publication can be one of alot of action that everyone in the world really likes. Do you like
reading book therefore. There are alot of reasons why people loveit. First reading a publication will give
you alot of new data. When you read areserve you will get new information due to the fact book is one of
many ways to share the information or their idea. Second, examining a book will make a person more
imaginative. When you reading a book especialy fictional book the author will bring you to definitely
imagine the story how the figures do it anything. Third, you could share your knowledge to some others.
When you read this The Art of Taking Minutes, you are able to tells your family, friends along with soon
about yours book. Y our knowledge can inspire different ones, make them reading a reserve.



Rosemary Perez:

Don't be worry for anyone who is afraid that this book will certainly filled the space in your house, you could
haveit in e-book way, more simple and reachable. That The Art of Taking Minutes can give you alot of
buddies because by you checking out this one book you have factor that they don't and make a person more
like an interesting person. This specific book can be one of one step for you to get success. This book offer
you information that probably your friend doesn't realize, by knowing more than various other make you to
be great folks. So, why hesitate? Let us have The Art of Taking Minutes.
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