TO CHUC VA BIEU'HANH CUOC HOP. NHOM
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Noi dung

Vai tro cua mot cuoc hop
Cac bwoc to chire va dieu hanh cuoc hop

(FhophoVeinhirnamairoitknortinhitreona nhom
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« Khach quan
-Ap lwc chinh tri

- Khéng du thoi gian
chuan bij

» Chu quan

- Cudc hop khdng can
thiét va lang phi thoi gian
-Muc tiéu cuéc hop khéng
rd rang

-Cubc hop khéng theo lich
trinh da lap

- Khéng du nguwdi lién
quan tham dw

-T6 chire khong ding ldc,
dung cho

-Nguoi dieu hanh khong
tot
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Lén ké
hoach
cudc hop

Chuan bi Piéu hanh Thuc hién
lich hop cubc hop sau cudc hop
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Nhirng van de gi, tai lieu gl Taj sao lai phai cé cudc hop nay’
can thiet trong cuoc hop?

0 Who?

Nhirng ai nén tham du cudc
hop nay?

Where?

Cudc hop nay nén td ch
dau?

When?

Thdi diém nao thi nén td
chlc cuéc hop nay?
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Chuan bij
lich trinh

<«

Thong bao

A-:::-

Chuan bi

—a

Chuan bj hau can

<


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

Chuan bi
lich trinh
-Thdi gian
- Pia diém
- Thanh phan tham du
- Muc tiéu
- NOi dung

- Két qua du’ kién

-Yéu cau cac thanh vién tham gia
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Chuan bi hau can

Phong hop

Thiet bi, vat tur

Tai lieu

NUuGce uong, hoa qua...
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Kénh?
Kiém tra sau . N

thong bao Thong bao

Thanh phan tham gia?
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9:00 > 10:00 > 10:50 »11:00
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-Thdng bao thanh
vién
-GUri lich, tai liéu

-Chuén bj cac van
dé can thao luan

Trwdc cudc hop

-Bt dau ding -Panh gia cudc
thai gian hop

-Theo dung lich -GUri két luan cudc

trinh hop cho thanh
“Thic d8y thao vien
luan -Theo d&i cong
-Tong két vige

LT B K&t thiic cudce hop
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Tlen nhom

Ngay va noi to chirc cuoc hop

l'én thanh vien tham dur

NgUwer chu tri

Nguoivang mat

Thoi gian bat dau cuoe hop

Tén nhirng ngwoi chuan bi bao cao

Tong ket thao luaniva gop V. cla tirng thanh vién
Hanh dong tiep theo (trach nhiém cong viéc)


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

1.Ngudi khong tham gia

2.NguGi noi nhiéu

3.NguGi hay cat ngang IGi ngudi khac
4. Ngudi thi tham (ndi nho)

5.NguGi dén mudn va vé sGm
6.NguGi phan doi

7.Ngudi bao thu

8.NguGi biét tat ca
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