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ا�#"!ر�  ا�دار�� وا����� و%#!$� وإ'&اد وا�+*!ن ا/.#-!'!ت 0-' 1�2�3.

وا/.#-!'!ت ا�+*!ن وأ67اع ;�:6م <�$ ا�&<�=  .ا�#-��?

  
ا/.#-!'!ت   @!A;و وا����� ��ا�دار  �ا�#"!ر   .$�E!ءة وB!'+��إ'&اد

4د=رو ا3K4A:ب واKLAر:3ر=7 وH=4I اC438A=ن اAذ=ن ::طCب أA345@م :?ظ=م و7893:4 أ345ل 

  . ورش 45ل -  4
   .:P4=ل اOدوار -5
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    ر<-!$!� �!/�6GHدي
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�A&د/G#�!$!"g!وH-�!3!:*�!G-7#��&ة.  

 h;!7 Oا ا�Sھ ��!:�$j+' رك <!درًا!R-6ن ا�E�: 

ا�#-��? ا�&<�= $�> ;�:6م وأ67اع ا�+*!ن وا/.#-!'!ت -
  .ا�'&اد ا�*�& �K.#-!'!ت -
  .ا�+*�� $�E!ءة وB!'+��/ إدارة أ'-!ل ا/.#-!ع -
  .ا�+*�� $�E!ءة وJ; �G$!#; /��+'!B .!ت ا/.#-!ع -
إ'&اد ا�#"!ر�  ا�دار�� وا����� و;A!@  ا/.#-!'!ت  -

4د=رو ا3K4A:ب واKLAر:3ر=7 وH=4I اC438A=ن اAذ=ن ::طCب أA345@م :?ظ=م و7893:4 أ345ل 
  .اIX:3534ت وا3ICAن وK:793 ا3V:Aر=ر

  
 اA:4==ز 9=ن اIX:3534ت وا3ICAن -

  اICA?7/ ا\5داد I[A:34ع -
  إدارة اIX:34ع/ :?^=ذ -
  a4 7893:4ر3Iت اIX:34ع -
  إ5داد ا3V:Aر=ر -
 . اb3c4Aرات اA?ظر=7 -  1

2  - 7=@^dA3ت اde3?4Aا .  
3  - f?ف ذھi5 3تLCI .  

  
  أ�!م5

  

  
7!E;!ھS���#  

25�'!L  S���#�!#>و: !g!OI  
)20-25 (  ��+E36ديا�&ورةGH�/!�ر<-!$!� 

S#+;!Tا% و�R�G;63K"�3و�EL!�-&رب،وا�OP!"A!�#&ر���O،وا�" ط!�L!63ا/<�I!J�!;K$!�-#&(ریال
�E++-#&ر$�> O�B6%ر$�>،و(  
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TRAINING OFFER  
Organizi T e F cti

Prepari a Writi A mi istrati e a  

MAN   
Course Topic 

To Be Determi e Wit Be eficiar  Date  

By the e f t i 

1. The e act isti cti etwee t e c ce t a

committees a meeti s 

good pre arati f r t e meeti s 

business meeti / c mmittee efficie t a effecti e

manageme t 

2. Foll w

efficie tl a effecti el 

3. Admi istrati e a tec ical

meetin s efficie tl a effecti el setti  

Course Objectives  

Office a secretarial ma a ers a all em l ees w

require t eir r a izati a f ll w

committees w r a writi re rts.  
Target Audience  

1. Disti cti etwee meeti s a c mmittees 

2. Prepari f r t e meeti / c mmittee 

impleme tati / ma a eme t meeti 

3. Foll w 

reports re arati  

Content/Description 
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TRAINING OFFER 
rganizing The Function Of Committees Meeti s a

Preparing and Writing Administrative and Tech ical Re rts
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To Be Determined With Beneficiary

y the end of this program, participants will be

he exact distinction between the concept an

committees and meetings

good preparation for the meetings

business meeting / committee efficient and effecti e

management.

Follow-up to the output of the meeting / committee

efficiently and effectively

Administrative and technical reports and min tes f

meetings efficiently and effectively setting.

Office and secretarial managers and all employees w

require their organization and follow-up meetin s a

committees work and writing reports

  
istinction between meetings and committees

reparing for the meeting / committee

implementation / management meeting

ollow-up to the outputs of the meeting

- reports preparation

  

Anm r Intern ti n l Center for Training 

 س.ت.٥٥٠٢٤٥٦٤

Kin d m f Saudi Arabia 

101 Business Tower, 8th Floor 
Bldg# 9278 ,KSA 

Tel.: +966 13 361 5552 

Of C mmittees Meetings and 

d Technical Reports

s r ram artici a ts will be able to:

e e act isti cti etwee t e c cept and the types of 

si ess meeti / c mmittee efficie t a d effective 

- t t e t t f t e meeti  / committee 

re rts and minutes of 

Office a secretarial ma a ers a all employees who 

meetings and 

isti cti etwee meeti s a c mmittees
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1- Lect re 

2. Disc ssi 

3. Brai st rmi  

Training Strategies  

5 Days  Duration   

01:00 Time: 
Morning  

(20-25)  Number of Trainees   

Price i cl es tic ets tra s rtati resi e c e cati al

material stati ar a c ffee rea 
Course rate by Saudi 
Riyal  ( written) 
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4.  Workshop 

5. Role Play 
ecture

iscussion.

rainstorming.

Venue  
  

5 Days

25 hour  Hours  01:00-08:00

  

Rate by Saudi 
Riyal 
(number)  

25) 

Price includes tickets, transportation, residency e cati al

material, stationary and coffee break.
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Price i cl es tic ets tra s rtati residency, educational 


