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Techniques and Principles of Minutes Writing of a
Meeting in Sindhi

Abstract:

The recording or taking ‘The Minutes of meeting' is basically an
art in itself. This discipline, definitely, follows some particular techniques
and principles It is a historic fact that most of the British colonized
communities got almost all the disciplines of official writings and their
related techniques from the English language. Therefore, the art of
recording minutes and its techniques and set principles in English were
copied by these bi-lingual British colonial communities for local official
language. The developing countries not only adopted the techniques and
principles but also implemented the same after interpreting according to
their own linguistic requirements. Hence, the transmission and spread of
knowledge among different languages go on indefinitely. Similarly, we
have also been recording the minutes of meetings in Sindhi language by
adopting the criteria and rules described in English language and
followed in the British India and later our newly independent country
Pakistan. In this paper, an attempt has been made to explain the
techniques and principles of writing the minutes of meeting in Sindhi
Language .
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“In fact, the “minutes” here have nothing to do with time, but rather
“small”, as in “minute” (my_newt). “Minutes” in this sense first popped
up in the early 18th century, possibly directly from the Latin “minuta
scriptura”, meaning “small notes” or just “minuta”, meaning “small” or
possibly via the 16th century “minute” definition of “rough draft” from the
preceding Latin, (1)”
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“The name "minutes" possibly derives from the Latin phrase minuta

scriptura (literally "'small writing'') meaning '"rough notes'". (2)”
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“Minutes are simply notes taken during the meeting to remind you what
was discussed and agreed. They don’t need to be long or complicated, in
fancy language or perfect grammar. They do need record clearly and
simply what decision were made at the meeting and who is going to carry

them out. (3)"
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“One of the difficult thing about taking minutes is knowing what to
write down and what to leave out, Keep these central points in mind:
Don’t try to write everything down. It’s imposable and not useful.
Minutes are not a below by below disruption of what was said.
Concentrate on what has been decided and who is going to do it. The
purpose of minutes is to record decision and actions agreed by the

meeting.” (5)
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