How To Write Minutes Of A Meeting Sample

Toronto Association of Beekeepers

Meeting Minutes
Aprl 25, 2019

Opening
The regular meeting of the Toronte Association of Beckeepers was called 1o order at 6:00
PM on April 25, 2019 i The Hive by Tatiana Morand.

Present

Tatiana Morand, Facilitator

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

Absent
James Clarkson, Marketing Manager

Approval of Agenda
The agenda was unanimously approved as distnbuted.

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

Business from the Previous Mecting

Budeet Commitiee Beoprts

The budget for 2019 has been finalized, and was distributed at this meeting by Saifullah
Dagney, who led the commitiee. 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.

Mew Hive Rescarch:
Juda Zackary explained the result of the research she had been doing mnto 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
Marketing Plan for Gala:

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

Additions te the Agenda

Juda Zackary made a motion that a honey sale at the local farmers” market be discussed.
Enrique 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

mecling.

Agenda for Next Meeting
Marketing Plan for Gala
Gala Apenda

Farmer's Market Honey Sale

Adjournment

Meeting was adjourned at 8:30 PM by Tatiana Morand. The next general meeting will be
at 6:00 PM on May 22 2019, in The Hive.

Minutes submitted by:  Drusa Shyamala

Approved by: Enrique Carver



How to write minutes of a meeting is a skill that can significantly enhance communication and
organization within any professional setting. Minutes serve as a formal record of what transpired
during a meeting, providing a reference for attendees and those who could not attend. Effective
minutes not only summarize discussions but also outline decisions made, action items assigned, and
future steps. In this article, we will explore the essential components of meeting minutes, provide tips
on how to write them efficiently, and present a sample format to guide you in your minute-taking
endeavors.

Understanding the Purpose of Meeting Minutes

Before diving into the nitty-gritty of writing minutes, it's essential to understand why they are
necessary. Meeting minutes serve several critical purposes:
e Documentation: They provide a formal record of discussions, decisions, and action items.

e Accountability: Minutes outline who is responsible for what tasks, ensuring that everyone is on
the same page.

* Reference: They serve as a reference point for future meetings, helping to track progress on
ongoing projects.

e Communication: Minutes can be shared with stakeholders who were unable to attend the
meeting, keeping everyone informed.

Essential Components of Meeting Minutes

When writing minutes, certain components are essential to include to ensure that the document is
clear and comprehensive. Here are the key elements to focus on:

1. Meeting Details

At the beginning of the minutes, include the following details:

- Date: The date when the meeting took place.

- Time: The start and end times of the meeting.

- Location: Where the meeting was held, whether in-person or virtual.
- Attendees: A list of those present and absent during the meeting.

2. Agenda Items



List the agenda items discussed during the meeting. This provides a framework for the minutes and
helps readers understand the flow of the discussion.

3. Discussion Points

Summarize the main points discussed for each agenda item. Be concise and objective, focusing on
the key aspects rather than trying to capture every word spoken.

4. Decisions Made

Clearly outline any decisions made during the meeting, including the rationale behind them. This
helps in understanding the context of the decisions and provides clarity for future reference.

5. Action Items

List any tasks assigned during the meeting, including who is responsible for each task and the
deadline for completion. This is crucial for accountability and follow-up.

6. Next Meeting Details

If applicable, include information about the next meeting, such as the date, time, and location. This
encourages continued engagement and planning.

Tips for Writing Effective Meeting Minutes

Writing minutes can be a straightforward process if you keep a few best practices in mind. Here are
some tips to help you write effective minutes:

1. Be Prepared: Familiarize yourself with the agenda and context of the meeting beforehand.
This will help you understand the discussions better.

2. Use a Template: Having a consistent format can save time and ensure that you don't miss any
essential components.

3. Be Concise: Focus on summarizing discussions rather than transcribing them verbatim. Use
bullet points for clarity.

4. Stay Neutral: Record the facts without inserting personal opinions or biases. Minutes should
reflect what happened, not what someone thinks about it.



5. Use Clear Language: Avoid jargon and technical terms that may not be understood by all
readers. Aim for clarity and simplicity.

6. Review and Revise: After drafting the minutes, take the time to review and make necessary
revisions before distributing them.

Sample Format for Meeting Minutes

To provide you with a practical guide, here is a sample format for meeting minutes:

Meeting Minutes

Date: [Insert Date]

Time: [Insert Start Time] - [Insert End Time]
Location: [Insert Location]
Attendees:

- [Name 1]

- [Name 2]

- [Name 3]

- [Name 4]

- [Name 5]

Absentees:

- [Name 1]

- [Name 2]

Agenda Items:

1. [Agenda Item 1]
2. [Agenda Item 2]
3. [Agenda Item 3]

Discussion Points:

1. [Agenda Item 1]
- [Summary of discussion points related to Agenda Item 1]
- [Key arguments or considerations raised]

2. [Agenda Item 2]
- [Summary of discussion points related to Agenda Item 2]
- [Key arguments or considerations raised]

3. [Agenda Item 3]
- [Summary of discussion points related to Agenda Item 3]

- [Key arguments or considerations raised]

Decisions Made:



- [Decision 1]
- [Decision 2]

Action Items:
- [Task 1] - [Person Responsible] - [Due Date]
- [Task 2] - [Person Responsible] - [Due Date]

Next Meeting:

Date: [Insert Date]

Time: [Insert Time]
Location: [Insert Location]

Conclusion

Learning how to write minutes of a meeting is an invaluable skill that contributes to effective
communication and documentation within any organization. By following the guidelines outlined in
this article, you can create clear, concise, and organized minutes that serve as a valuable resource for
all attendees and stakeholders. With practice and attention to detail, you will become proficient in
minute-taking, ensuring that every meeting is well-documented and that action items are tracked
effectively.

Frequently Asked Questions

What are meeting minutes?

Meeting minutes are the written record of what occurred during a meeting, including discussions,
decisions made, and action items assigned.

How do | start writing minutes for a meeting?

Begin by noting the date, time, and location of the meeting, along with the names of attendees and
absentees. This sets the context for the minutes.

What should be included in meeting minutes?

Include the meeting agenda, key discussions, decisions made, action items with responsible parties,
and next meeting date if applicable.

How detailed should meeting minutes be?

Minutes should be concise but comprehensive, capturing the essence of discussions without
transcribing everything verbatim.



Is there a specific format for writing meeting minutes?

While there’s no universal format, a common structure includes the header (date, time, attendees),
agenda items, discussions, decisions, and action items.

How soon should I distribute the meeting minutes?

It's best to distribute the minutes within 24 to 48 hours after the meeting to ensure the information is
fresh and actionable.

What is a sample template for meeting minutes?

A simple template includes: Title (Meeting Minutes), Date, Time, Attendees, Agenda Items, Discussion
Points, Decisions Made, Action Items, and Next Meeting Details.

Can | use software to help write meeting minutes?

Yes, many software tools and apps are designed for note-taking and can help streamline the process
of writing and organizing meeting minutes.
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ATTEMPTED WRITE TO READONLY MEMORYIIIOO0 00 ...
Oct 2, 2024 - [I00x000000BE[J]"ATTEMPTED WRITE TO READONLY MEMORY" 000000000000

goog ...

write for[jwrite to[J[[] - 00
Apr 21, 2016 - write toJ0J000000, UOPlease remind me to write to my mother tomorrow. (00000000
00. write for 000000000 OOHe does not just write ...

write[0000000000000_C0O00

Nov 30, 2016 - write[J[[J0Owrote write[JJ0000written write 0000 [rart] [J [rart] v. Q000000000 00000 10
write a book [J[] 2[Jwrite a book report 000 3 ...

000000offsetlwrite offl000000000O0_00O0O0O
Nov 23, 2024 - write off Q000000000 offset 000O00O0OCNOO0ON DO0OCOODOCOOOOCOOOOCOO0OEOO00C000
0ad

diskgenius diskgenius
Jun 28, 2024 - J00000000000000000000000C0000DO000DOD00DO000DOO00EO00OEODO0DOD00DO000C000
aooo -
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write down[[]0_J000
Dec 2, 2023 - [Jgwrite down[JJJ00 10On the morning before starting the fast, write down your

starting weight [(00000000000000 D00OO000000000C 2 ..

00000em*000000_0000
Aug 24, 2024 - [0I000cm*00000000CCO00000CO00000CCOem?001 . 00000000 - DO0*000"00000° 0000000
0o0“e”0o0d -

write offl0000_0000
Jul 31, 2024 - write offlI0000Write-offNIN00N00N0000CD DOOOODOODOOOOODOO0OROOCO0000000000000
0o0o00ooooog -

we write[JJ0000 - 0000
we write[I000000C0OCC 1000000We Write(OOOOOODOOOODOOOOOWe Write(OO00 0000DOOOOCOOCOOOO
00000 200000 -

write. as[0000_0000
Jul 30, 2024 - Write.as{0J0000000000DOCOODOCOODOOOOOOOOOOOOOOOOOOOD DoOOoOoOOoOOOOo0000a
f1o00000000 ...

ATTEMPTED WRITE_TO READONLY MEMORYI0000_0 ...
Oct 2, 2024 - [[I00x000000BE[J]"ATTEMPTED WRITE TO READONLY MEMORY"[I00000000000
0000000000 DO00000000000000000000000000000000000000000000000000

write for{iwrite to[J[] - 0000

Apr 21, 2016 - write toJ0J000000, UOPlease remind me to write to my mother tomorrow. (00000000
00. write for 000000000 O0He does not just write for fun; write is his bread and butter. 00000000000,
0ooooooo.

write[]J[J000000000000_0000
Nov 30, 2016 - write[J[J0JJ0wrote write[JJJ00written write 0000 [ratt] [ [ratt] v. J000000000 00000 10
write a book [JJ 2[Jwrite a book report 00 30write a composition [J[J[] 4Jwrite a film script JJ000 O

oot ...

O00000offset[write off0N000O000_O000

Nov 23, 2024 - write off (00000000 offset DN0OO0O0OOOO0OO0 ODO0OCOOOOCOOOOCOOO0COO00COO00C0O00
aod

diskgenius (diskgenius .

Jun 28, 2024 - J00000000CO00DCOO00CO0OOOOOODCODOOCOOOOOOODOODOOEODOECOODE0OODOO0Oo0OoODO
00000000DdiskgeniusO0000000000000000000000 DOO0ODiskGeniusOO00000000000CO0 -

write down[J000_0000

Dec 2, 2023 - [J[0write down[JJJ00 10On the morning before starting the fast, write down your
starting weight JJ0000000000000 000000OO0O0O0OO 20State when you logged on, and remember to
write down the time you log off. I0000000000C0000C0

00000em?000000_0000
Aug 24, 2024 - JI000cm*00000000CCO00000CO00000CCOem?001 . 00000000 - DO*000"00000°_" 0000000
000"c” 00000000000 “cm>] -




write off[J[000_0000
Jul 31, 2024 - write off[J000Write-offN0000000CO000CD COOOOCOO0OCOO0OCOO00COO00000000000C00
00000000000000000000000000

we write[JJ0000 - 0000
we write[JI000000000000 1000000We Write(OOOOODOOOO0OOCOOOWe Write(OOO0 OOOO000COO0000CCO
00000 200000000000000000C00000000000

write. as[0000_0000
Jul 30, 2024 - Write.as{J000000O0O0OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOD DOOOODOOODOOODO0o0an
010000000000000000

Learn how to write minutes of a meeting with our comprehensive sample guide. Capture key
discussions and decisions effectively. Discover how today!

Back to Home


https://soc.up.edu.ph

