windows-based exercises

CHAPTER 13
Exercise 13-1: Preparing Meeting Minutes

Application: Word

Read Production Challenge 13-B on page 267 of the textbook. Using MS Word, key the minutes with the notes from Form 13-B in the Working Papers. You may use the sample in Figure 13-6 on page 253 of the textbook as a guide.

Exercise 13-2: Preparing Additional Meeting Minutes
For additional practice attend a local municipal council meeting in your area or if available watch it on TV and transcribe minutes for this meeting.  Using MS Word, key the minutes following the sample provided in Figure 13-6 in your textbook.
