5 Top Tips for Taking Meeting Minutes

Knowing how to take meeting minutes accurately and communicate them quickly is an invaluable business communication skill. Many hours are lost trying to remember who agreed to do what when meeting minutes are poorly written or worse, non existent.  Learn how to take meeting minutes effectively in this short article. 

Top Tip #1 - Confirm your role as Meeting Minute Recorder
Your role as meeting recorder can affect how you interact during the meeting. Be sure you confirm deadlines, tasks assigned and numbers relating to committee reports.  Your role as meeting recorder is to review those pertinent statistics and action items as the meeting progresses to ensure the information is correct.   

Top Tip #2 - Choose Your Recording Weapon Wisely! 
There are plenty of recording methods you can use to take notes – pad and paper or you can type directly onto a laptop, use a voice recorder or even use a white board to document project information as it is being discussed. If you are using a lap top, be sure you bring a power pack plug, rather than relying on the battery itself.  Bring a pad and a couple of extra pens or pencils if necessary.
Top Tip #3 – Use a Standard Meeting Minute Template
This will ensure the structure of your notes is consistent and easy for each committee member to read each time they receive new meeting minutes.  Meeting minutes normally include these elements:
· Time, date and location. 

· Attendees and apologies from absentees. 

· Key outcomes from the meeting - decisions made, action items, who are responsible and open issues to be discussed at the next meeting.
· Next meeting date, time and location.

Top Tip #4 – Create a seating arrangement grid of the room
When introductions are made at the beginning of the meeting, jot down each person’s name on the chart to help you remember who made the comments and what was said.  If you are new to the group, this is a great way to help you learn everyone’s name and their role on the committee.  

Top Tip #5 - Aim to record key themes not verbatim comments
A good meeting will have a pre-prepared agenda, and all attendees will be clear about the meeting objective and expected outcomes. Use the agenda to structure your note-taking.  Do not record every detail of each discussion topic and who said what.  Record the outcome of the discussion, decisions made, deadlines and action items.  
Check and send!
Before you email or circulate the minutes, spell check and if necessary, ask the event chair to proof read the minutes before sending.   Send the minutes to each committee member within two days after the meeting.  Each committee member will want to refer to the decisions and action items made to help them be productive in their committee role.  The longer you wait to compile your notes, the harder is it to remember conversations and tasks discussed.  Well written, clear minutes, circulated in a timely manner are always well received!

