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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.

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 in its field. With over one hundred sample templates and a chapter on the
vocabulary associated with professional minutes, The Art of Taking Minutes is
easy-to-understand and easy to put into practice. Though thirty years have passed
since its initial publication, it remains a timeless resource and the most
comprehensive and exhaustive primer written regarding meetings and minutes.
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The first book of its kind covering the subject of meeting minutes when published in 1981, Delores
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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 as a
court reporter after graduating from the Court Reporting School of California at Los Angeles, she went on to
become a preliminary design and board of directors secretary at Lockheed Aircraft Corporation; a writers’
secretary at Selznick Studios; a legal 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:

Erma Carver:

In this 21st hundred years, people become competitive in every way. By being competitive currently, people
have do something to make these individuals survives, being in the middle of often the crowded place and
notice by surrounding. One thing that sometimes many people have underestimated this for a while is
reading. Sure, by reading a book your ability to survive raise then having chance to endure than other is high.
For you personally who want to start reading some sort of book, we give you this The Art of Taking Minutes
book as nice and daily reading publication. Why, because this book is greater than just a book.

Ariane Gray:

This The Art of Taking Minutes usually are reliable for you who want to be a successful person, why. The
key reason why of this The Art of Taking Minutes can be one of many great books you must have is
definitely giving you more than just simple reading food but feed you with information that might be will
shock your previous knowledge. This book is definitely handy, you can bring it everywhere you go and
whenever your conditions at e-book and printed ones. Beside that this The Art of Taking Minutes forcing
you to have an enormous of experience for example rich vocabulary, giving you tryout of critical thinking
that we all know it useful in your day pastime. So , let's have it appreciate reading.

Phyllis Smith:

People live in this new day time of lifestyle always attempt to and must have the spare time or they will get
large amount of stress from both daily life and work. So , if we ask do people have extra time, we will say
absolutely sure. People is human not really a huge robot. Then we ask again, what kind of activity are there
when the spare time coming to an individual of course your answer will certainly unlimited right. Then do
you try this one, reading textbooks. It can be your alternative throughout spending your spare time, the actual
book you have read is The Art of Taking Minutes.



Wesley Baker:

Can you one of the book lovers? If so, do you ever feeling doubt when you find yourself in the book store?
Try to pick one book that you never know the inside because don't assess book by its deal with may doesn't
work this is difficult job because you are afraid that the inside maybe not as fantastic as in the outside
appearance likes. Maybe you answer is usually The Art of Taking Minutes why because the excellent cover
that make you consider about the content will not disappoint a person. The inside or content is definitely
fantastic as the outside or perhaps cover. Your reading 6th sense will directly make suggestions to pick up
this book.
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