BERLELELING

Minutes Styles & Recording Information

@
| ASSESSMENT # 2 Total Marks: 30 |

Answer the following questions:

Q: 1: write that what minutes are suitable for formal meetings, semi-formal meetings, and using the
templates provided in Minute-Taker notebook. (15)

Q:2: Write Note: (15)

a. Recording Motions and Resolutions

b. Recording Information with OneNote
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