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1. Purpose
This standard shall intend to make technical meeting with part maker correctly and

efficiently through clairifying method of preparing minutes for coordination meeting.

2. Scope of application
This shall be applied to technical meeting with part maker at the moment of developing

self-supply part used in corresponding car of American plan.

3. Content of Minutes for Coordination Meeting
Should record following contents in minutes for coordination meeting.

(1) ~ (8) is necessary writing item and (9) ~ (11) is requiring wnting item.
(1) Determinative item

(2) Name of presenters

(3) Date and time of meeting

(4) Name of exchanged data and part

(5) Promised item about quality, cost, limited time for delivery of part

(6) Content of design change of research company, delivery date and company number
(7) Permissive sign of both responsible men.

(8) Delivery place - number of delivery of minute

(9) Meeting place

(10) Determining reason

(11) Course reaching to determination

4. Method of Preparing Minutes for Coordination Meeting
Take care of following contents for correct and effective information exchange at writing
minutes for coordination meeting.

(1) Part maker shall write minutes in Emglish and Kia shall write minutes in Korean.

(2) Minutes shall write simultaneously with meeting.

For this, through using flip chart used in KT method, write determining item
simultaneously in English and Korean and it is effective method to prepare minutes by
making reductive copy. In spite of case that simultaneous operation is impossible, make
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