Taking Meeting Minutes

MEENo MINUIES are notes about what happened at the meeting; what was discussed and decided, who's
going to do what, and when the next meeting is. Minutes are helpful because they can be given to people
who missed the meeting and they serve as a record for future reference.

Before the Meeting:

Choose your medium for taking notes (i.e. pen and paper, laptop computer). You may also want
to use a tape recorder during the meeting as a back up to your notes.

BE Dreparel. Look over the meeting agenda and any background documents to be discussed
during the meeting. Have the minutes from the last meeting on hand for reference. It is
especially important for you to be prepared if you plan to be an active participant during the
meeting.

During the Meeting:

HEEp track of meeting alientees. The note taker should have a complete list of all attendees
of the meeting. If you are unfamiliar with the names of the attendees, ask for introductions or
pass around an attendance sheet.

Don'tiry to weite down BUErYINING. Focus on recording general ideas of the issues discussed,
the major points raised, what decisions were made, and who is going to carry out activities.

After the Meeting:

Write up the minuies as soon as possible, while everything is still fresh in your mind. If you'd
like more information on how to write meeting minutes, check out the Youth Venture tip sheet,
“Sample Meeting Minutes.”

Ask Tor Nelp It vou NEEO 1L, It can be useful to have another meeting attendee read through
your minutes before you distribute them to see if you have missed anything.

Copy and distribute your minuies to the members of the team (by email, regular mail, or by
handing them out at school; whatever’s most convenient). You may also want to post them in a
central place, such as your team’s website.

Save a record of the minules. Keep all meeting minutes together in a folder, binder, or
computer folder.

continued on next page...
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