How To Write Minutes
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Present

Absent

Approval of Agenda

Approval of Minutes

Business from the Previous Meeting
New Business

Additions to the Agenda

Agenda for Next Meeting
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10. Adjournment

What Are Meeting Minutes?

Meeting minutes, or mom (for minutes of meeting) can be defined as
the written record of everything that's happened during a meeting.
They're used to inform people who didn't attend the meeting about
what happened, or to keep track of what was decided during the
meeting so that you can revisit it and use it to inform future decisions.

What Should You Include When
Writing Meeting Minutes?
The five steps that you must include are:

Pre-Planning

Record taking - at the meeting

Minutes writing or transcribing

Distributing or sharing of meeting minutes
Filing or storage of minutes for future reference
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For more detail on each step, read on!

Or if you're just looking for a list of meeting minutes templates,


https://www.wildapricot.com/blogs/newsblog/2019/05/21/meeting-minutes-template
https://www.wildapricot.com/blogs/newsblog/2019/05/21/meeting-minutes-template

What Is the Purpose of Meeting
Minutes?

You shouldn’t be intimidated by the term “minutes”, since it’'s actually a
little misleading. After all, your committee or Board doesn’t want or
need a record of its meeting proceedings minute by minute! But it is
Important to capture the essence of the meeting, including details
such as:

decisions made (motions made, votes, etc.)
next steps planned
identification and tracking of action items

Minutes are a tangible record of the meeting for its participants and a
source of information for members who were unable to attend. In
some cases, meeting minutes can act as a reference point, for
example:

when a meeting’s outcomes impact other collaborative activities or
projects within the organization

Why Are They Called Minutes of a
Meeting?

According to , the "minutes"” of "meeting minutes"
don't refer to the minute measurement of time, but to the "minute" (my-
newt) notes taken during meetings.


http://www.todayifoundout.com/index.php/2012/11/why-meeting-notes-are-called-minutes/

What's Involved With Meeting
Minutes?

As mentioned above, there are essentially five steps involved with
meeting minutes:

Pre-Planning

Record taking - at the meeting

Minutes writing or transcribing

Distributing or sharing of meeting minutes
Filing or storage of minutes for future reference
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1. Pre-Planning Meeting Minutes:

A well-planned meeting helps ensure effective meeting minutes. If the
Chair and the Secretary or minutes-taker work together to ensure the
agenda and meeting are well thought out, it makes minute taking
much easier. For example, depending on the meeting structure and
the tools you use, the minutes-taker could work with the Chair to
create a document format that works as an agenda and minutes
outline as well.

What Is the Agenda of a Meeting?

Meeting agenda = outline:

At the very least, it's important to get a copy of the meeting agenda
and use it as a guide or outline for taking notes, setting up your mom
format, and preparing the minutes — with the order and numbering of
items on the minutes of meeting matching those of the agenda.

In addition, the agenda and/or meeting notice also provides
information that will need to be included in the minutes, such as:

the names of all the meeting attendees, including guests or speakers
documents that are sent out with the agenda or handed out in the
meeting — copies (digital or hard copy) of handouts should be stored
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with the meeting minutes for future reference and for sharing with
those who were unable to attend the meeting (and others as
determined by the meeting’s Chair).

Clarifying Expectations:

When you take on a new role as minutes-taker or Secretary, be sure
to ask the Chair of the committee or Board what their expectations are
of your role during the meeting, as well as the type of detail he/she
expects in the minutes. For example, if your Board or committee will
be dealing with motions, or voting on items/issues, be clear on
whether you need to offer names of those making motions, seconding,
etc. If you will be dealing with this type of procedures, you (and your
Chair) may want to refer to

2. What Should Be Included in Meeting
Minutes?

Before you start taking notes, it's important to understand the type of
information you need to record at the meeting. As noted earlier, your
organization may have required content and a specific mom format
that you'll need to follow, but generally, meeting minutes usually
include the following:

Date and time of the meeting

Names of the meeting participants and those unable to attend (e.g.,
“regrets”)

Acceptance or corrections/amendments to previous meeting minutes
Decisions made about each agenda item, for example:

Actions taken or agreed to be taken

Next steps

Voting outcomes — e.qg., (if necessary, details regarding who made
motions; who seconded and approved or via show of hands, etc.)
Motions taken or rejected

Items to be held over

New business

Next meeting date and time


https://robertsrules.org/rulesintro.htm

You can find more

Tips that might help your note taking:

Create an outline — as discussed earlier, having an outline (or
template) based on the agenda makes it easy for you to simply jot
down notes, decisions, etc. under each item as you go along. If you
are taking notes by hand, consider including space below each item
on your outline for your hand-written notes, then print these out and
use this to capture minutes.

Check-off attendees as they enter the room - if you know the
meeting attendees, you can check them off as they arrive, if not have
folks introduce themselves at the start of the meeting or circulate an
attendance list they can check-off themselves.

Record decisions or notes on action items in your outline as soon
as they occur to be sure they are recorded accurately

Ask for clarification if necessary — for example, if the group moves
on without making a decision or an obvious conclusion, ask for
clarification of the decision and/or next steps involved.

Don’t try to capture it all — you can’t keep up if you try to write down
the conversation verbatim, so be sure to simply (and clearly) write (or
type) just the decisions, assignments, action steps, etc.

Record it — literally, if you are concerned about being able to keep up
with note taking, consider recording the meeting (e.g., on your smart
phone, iPad, recording device, etc.) but be sure to let participants
know they are being recording. While you don’t want to use the
recording to create a word-for-word transcript of the meeting, the
recording can come in handy if you need clarification.


https://www.wildapricot.com/blogs/newsblog/2019/05/21/meeting-minutes-template
https://www.wildapricot.com/blogs/newsblog/2019/05/21/meeting-minutes-template

Organization Name

Meeting Minutes
Date
Opening:
When the meeting was called to order, where it was being held, and who called it to order.
Present:
All present members.
Absent:

Any members who were not present.

Approval of Agenda
Approval of Minutes

Business From the Previous Meeting
Any motions or topics that were previously raised, a brief description of what took place, and
whether they were approved or rejected.

New Business
Any motions or topics that were raised for the first time at this meeting, a brief description of
what took place, and whether they were approved or rejected.

Additions to the Agenda
Any additional items that were raised by committee members. »

Adjournment:
What time the meeting was adjourned and by whom, as well as where the next meeting will be
held and when.

Minutes submitted by: Name
Minutes approved by: Name

minutes can serve to notify (or remind) individuals of tasks assigned to
them and/or timelines



Toronto Association of Beekeepers

Meeting Minutes
April 25, 2019

Opening
The regular meeting of the Toronto Association of Beekeepers was called to order at 6:00
PM on April 25, 2019 in The Hive by Tatiana Morand.

Present

Tatiana Morand, Facilitator

Dirusa Shyamala, Secretary
Saifullah Dagney, Board Member
Juda Zackary, Board Member
Agatha Kay, Board Member
Drusilla Longos, Board Member
Enrigque Carver, Executive Director

Absent
James Clarkson, Marketing Manager

Approval of Agenda
The agenda was unanimously approved as distributed.

Approval of Minutes
The minutes of the previous meeting were unanimously approved as distributed.

Business from the Previous Meeting

Budeet Commitiee Reporls

The budget for 2019 has been finalized, and was distributed at this meeting by Saifullah
Dagney, who led the committee. She ran through an itemized list of the line items, with
board members asking questions periodically. The main change from 2018's budget was
an increased marketing spend. The motion to accept the revised budget was seconded and
passed.

New Hive Researche

Juda Zackary explained the result of the research she had been doing into the new brand
of hives that some members have been purchasing. She found that to buy them in bulk for
the association would be too expensive, and recommended against it. Her motion to

dismiss this proposal was seconded and passed.

New Business
Marketine Plan for Gala:

Deferred for next meeting as James Clarkson was not in attendance.

Additions to the Agenda

Juda Zackary made a motion that a honey sale at the local farmers’ market be discussed.
Entique Carver dismissed the motion, and proposed adding it to next month’s meeting
instead. Agatha Kay seconded that motion, and it was added to the agenda for next

meeting,

Agenda for Next Meeting
Marketing Plan for Gala
Gala Agenda

Farmer’s Market Honey Sale
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3. The Minutes Writing Process

Once the meeting is over, it's time to pull together your notes and
write the minutes. Here are some tips that might help:

Try to write the minutes as soon after the meeting as possible while
everything is fresh in your mind.

Review your outline and if necessary, add additional notes or clarify
points raised. Also check to ensure all decisions, actions and motions
are clearly noted.

Ensure you're including sufficient detail

For Board of Director’s minutes in particular, we recommend including
a short description of each action taken, as well as the rationale
behind the decision

If there was a lot of discussion before passing a motion, write down
the major arguments for and against

Edit to ensure brevity and clarity, so the minutes are easy to read

In terms of mom format, here are a few things to keep in mind:

Be objective

Write in the same tense throughout

Avoid using names other than to record motions and seconds.

Avoid personal observations — the minutes should be solely fact-
based

If you need to refer to other documents, don't try to summarize them.
Rather, simply indicate where they can be found or attach them as an
appendix

4. Do Meeting Minutes Have To Be
Approved?

Before you share your meeting minutes, make sure that the Chair has
reviewed and either revised and/or approved the minutes for
circulation. They are not an official record of a meeting unless this has
taken place. Depending on your Board, minutes may also be formally
approved at the beginning of the next meeting.



5. Distributing or Sharing Meeting
Minutes

As the official “minutes-taker” or Secretary, your role may include
dissemination of the minutes.

Online sharing

The method of sharing or distribution will depend on the tools that you
and your organization use. Since minutes and other documentation
can create a pile of paper, it's great if you can use a paperless sharing
process. For example, if you are using a word processing tool (e.g.,
Microsoft Word) that doesn’t offer online sharing, you might want to
create a PDF of the document and send this and the other
attachments or meeting documentation via email. Alternately, if you
are all using Google docs — for meeting invitations, agenda and
additional document sharing — you can simply “share” the document
with that group once it has been finalized. Committee or Board
members can simply read the documents online and save a few trees!

Sharing in the Cloud?

If your organization is using a cloud-based

(like ), you can publish the minutes as a web page
and give access only to the committee or Board members, depending
on your organization’s needs. Through members-only webpages, you
can create a secure online Intranet for your Board and committees.

Tools Specifically For Meeting Minutes:

If you are wondering about the types of tools you might use
specifically for meeting minutes, here are some tools that
organizations we've worked with have found helpful:

Google Docs: Also supports collaborative note taking. [Here are
some in Google docs. If you send
out a meeting request using Google Calendar, you can attach a


https://reapon.com/membership-management-software/
https://reapon.com/membership-management-software/
https://www.wildapricot.com/
https://docs.google.com/templates?q=meeting+minutes&sort=hottest&view=public

Google doc agenda outline. Once minutes are crafted (using the
outline), you can simply share the document with the group using their
email addresses.]

. (if you are a Microsoft user) - Very fast and allows for
organization of notes. Also support audio recording with
corresponding note time-stamping.

Fantastic meeting-tool to automate your meeting
processes like notes, attendance, and organization.

. Great note taking tool.

. supports creation of meeting minutes and tracking the
results.

. allows you to quickly take meeting minutes with hotkey
shortcuts and the ability to work online or offline.

6. Filing/Storage of Meeting Minutes

Most committees and Boards review and either approve or amend the
minutes at the beginning of the subsequent meeting. Once you've
made any required revisions, the minutes will then need to be stored
for future reference. Some organizations may store these online (e.qg.,
in Google docs or SkyDrive) and also back these up on an external
hard drive. You may also need to print and store hard copies as well
or provide these to a staff member or Chair for filing.

In Closing...

Meeting minutes are important — after all, they capture the essential
information of a meeting. But taking and preparing minutes doesn’t
have to be a daunting task. We hope this article helps meeting
minutes newbies in getting started in creating effective meeting
minutes for your organization.

Thank you!


http://office.microsoft.com/en-ca/onenote/
https://www.lucidmeetings.com/features/meeting-minutes
http://www.evernote.com/
http://www.agreedo.com/
https://minutes.io/welcome

