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Things to know about taking minutes

· [image: j0250922[1]]Minutes record major points, decisions, and follow up actions that are a result of the meeting
· Meeting minutes also help to keep the meeting on track
· Meeting minutes serve as historical data that can be referenced in case of a dispute
· They are used to set the topics for discussion in the next meetings  	
· The minute taker should not have a major part in the meeting themselves  
· Taking minutes does not require that every word that is said must be recorded  
· When taking notes, avoid becoming bogged down with writing full paragraphs
· Immediately proofread minutes and distribute to all the meeting participants
· File you minutes for referencing later.  

Items to document on your minutes

· Date, time and place of meeting
· The goal or purpose of the meeting
· The chairperson’s name
· Action items assigned to someone for completion after the meeting
· Decisions made during the meeting
· Attendees present and not present
· Items that did not get resolved 
· Items to discuss in the next meeting
· Items that were on the agenda that did not get discussed in the meeting for one reason or the other
· The meeting end time

Notes:
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