By completing this module you will be able to: 

· state the purpose of writing minutes. 

· list and define the two main types of minutes. 

· describe how minutes should be structured. 

· give examples of the three grammar structures used in writing minutes. 

· write the minutes for a meeting 

Please note that the assignments for this module must be completed and emailed to me by October 15 and these issues will be discussed in class on October 17. 



What are we talking about? 

Minutes are the written record of meetings. While you may think that writing minutes is stressful or difficult it's really quite easy if you follow these three steps: 

1. look at the agenda. 

2. write notes on the agenda during the meeting. 

3. write the minutes from your notes after the meeting. 

Purpose of Minutes 

So why bother with minutes? Well, minutes serve several purposes. 

· They remind participants of what happened at the last meeting 

· They inform people who were not at the meeting about the results of the meeting 

· They provide a basis of discussion for the next meeting. 

· They provide a permanent record of the meeting results. 

Are they important? Very. 

By the way, you want to write the minutes as soon as possible after the meeting (before you forget what your notes mean). This usually means in the next day or two. 



Types of Minutes 

There is a wide variety of minutes ranging from verbatim minutes, where every word is recorded (eg. in parliament or law courts) to action minutes, where only decisions are recorded. The type of minutes you write depend on where you work and what you do. Sometimes you need to record all the information, sometimes some of the information and at other times just a little information. 

Structure of Minutes 

Minutes are written in three sections. These are called the top, the middle and the bottom (try and remember that). Look at the example below and see what kind of information is in each section. 

Now that we're finished with the mandatory items we have to deal with new items, the items that are different on each Agenda. Each new item is written in basically the same way. For our purposes, that means that each minute, for each Agenda item, should contain three parts; a background statement, a decision and an action. Confused? Look at the diagram below. 
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The background tells us the history of the agenda item, what happened before the meeting. Has it been spoken about before? Why is it being discussed now? It's like an introduction. Note that some agenda items might have no (or little) background. 

