会议记录英文范文
Meetingrecord
Projectname:makethereport
Dateofmeeting:May13,2012
Minutespreparedby:ZhangHuizhuan
Chargetimeto:20minutes
1.Purposeofthemeeting
Finishthetopicofbusinessresultsandgivethereport
2.Attendanceatmeeting
ZhangHuizhuanLiGaojieQiuMinLiYajunZhenPeipeiChenNaLiuDanNiuPu
3.Meetingagenda
(1)Definitetheresponsibilityofeverymember
(2)Talkabouthowtowritethereport
(3)Makethereporttothewholeone
.Meetingnotes,decision,issues
NiuPuisinchargefortheintroduction;
ChenNaandLiYajunisinchargeforananlysisthechartforsalesandmarket;
Theothersofthegroupareresponsibleforthetalkabouthowtodescribethebusinessresults
ZhangHuizhuanmakestheconclusion;givethechartforthetopicandthewholeorderofthereport.
Group:dreamsky
