
How To Write A Minute Of Meeting 1

How To Write A
Minute Of Meeting

How To
Write A
Minute Of
Meeting

Downloaded
from

evoluir.abar.org.br
by Pratt &

Lorelai

INTRODUCTION:
WHY MEETING
MINUTES MATTER

Meetings  are  one  of
the  most  common
productivity  tools  in
any  workplace,  yet
t h e y  a r e  o f t e n
criticized  for  being
u n p r o d u c t i v e  o r
forgettable. The secret
to turning a discussion
into  a  clear  record  of
decisions and tasks lies
i n  o n e  s i m p l e
document: the meeting
minutes. Knowing how
to write a minute of
meeting is a skill that
can save time, prevent

misunderstandings,
and  keep  projects  on
track. Whether you are
a  new  administrative
assistant,  a  project
manager,  or  a  team
lead,  mastering  this
skill  will  make you an
indispensable  part  of
any  organization.  This
article provides a step-
by-step  guide,  best
p r a c t i c e s ,  a n d
templates to help you
capture  key  points
effectively.

WHAT ARE
MEETING
MINUTES?

Meeting  minutes  are
an  official  written
record  of  what  was
discussed,  decided,

https://evoluir.abar.org.br/


2

2 How To Write A Minute Of
Meeting

2024-01-26

and assigned during a
meeting. They are not
a  verbatim  transcript
but a concise summary
that  inc ludes  key
d e t a i l s  s u c h  a s
attendees,  decisions,
act ion  i tems,  and
deadlines. The purpose
of minutes is to serve
as  a  reference  for
those  who  attended
and as an information
source  for  those  who
c o u l d  n o t .
Understanding how to
write  a  minute  of
meeting  requires
k n o w i n g  w h a t  t o
include  and  what  to
leave out.

WHY ARE MEETING
MINUTES
IMPORTANT?

Accountability:
Clear action
items with
owners and
deadlines ensure
that tasks are
completed.

Memory aid:
People forget
details; minutes
preserve them.
Legal record: In
formal
organizations,
minutes can
serve as
evidence of
decisions made.
Communication
: They keep
absent team
members
informed.
Tracking
progress:
Minutes
document the
evolution of
discussions over
time.

STEP-BY-STEP
GUIDE: HOW TO
WRITE A MINUTE
OF MEETING

Follow  these  steps  to
produce  professional,
clear,  and  actionable
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meeting minutes every
time.

1.
Prepare
Before
the
Meeting
The best minutes start
before  the  meeting
begins.  Gather  the
meet i ng  agenda ,
previous  minutes,
attendee list,  and any
relevant  documents.
Understanding  the
agenda helps you know
what  to  listen  for.  If
p o s s i b l e ,  u s e  a
template to save time.
Note-taking  becomes
e a s i e r  w h e n  y o u
a l ready  know  the
structure.

2. Use a
Consisten
t Format
A  standard  template
ensures  consistency.
Key  sections  include:

Meeting title,
date, time, and
location
List of
attendees and
absentees
Agenda items –
each with
discussion
summary and
decisions
Action items –
tasks with
assigned persons
and due dates
Next meeting
date
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3. Listen
Actively
and Take

Notes
During  the  meeting,
focus  on  capturing
decisions,  not  every
word. Use shorthand or
abbreviations that you
understand. If you miss
something,  ask  for
clarification.  Many
experienced  minute-
takers use a columnar
approach:  one column
for  the  topic,  one  for
the discussion, and one
f o r  d e c i s i o n s  o r
actions.

4. Record

Key
Elements
For each agenda item,
include:

Decisions made
– e.g., "The
committee
approved the
budget."
Action items –
e.g., "John will
send the revised
draft by Friday."
Deadlines and
owners – be
specific.
Votes and
outcomes – if
applicable.
Points of
contention –
briefly note
differing views
without naming
individuals
unless
necessary.
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5. Write
Minutes
Promptly
As soon as the meeting
ends, while memory is
fresh,  expand  your
n o t e s  i n t o  f u l l
sentences. Do not wait
more  than  24  hours.
This reduces errors and
ensures accuracy.

6. Review
and Edit
Check  for  c lar i ty ,
completeness,  and
neutrality.  Remove
personal  opinions.
Ensure  action  items
are clearly stated. Ask
a colleague to review if
possible.  Proofread for
typos and grammar.

7.
Distribute
and Store
Send  minutes  to  all
attendees and relevant
stakeholders.  Use  a
s u b j e c t  l i n e  l i k e
"Minutes:  [Meeting
Title]  -  [Date]".  Store
them in a shared folder
for  future  reference.
Often  minutes  are
approved  at  the  next
meeting.

BEST PRACTICES
FOR WRITING
EFFECTIVE
MEETING MINUTES

To truly master how to
write  a  minute  of
meeting,  adopt  these
proven techniques:
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Be
Objective
and

Neutral
Stick  to  facts.  Avoid
subjective phrases like
"a  heated  argument."
Instead,  write  "There
was  disagreement  on
the  timeline."  Minutes
are  not  the  place  for
personal commentary.

Use
Action-
Oriented
Language
Action  items  should
s tar t  w i th  a  verb :
"Prepare,"  "Submit,"
"Review." For example:

"Maria will prepare the
client proposal by May
10."  This  leaves  no
ambiguity.

Keep It
Concise
Resist  the  urge  to
include  everything.
Summarize discussions
i n  o n e  o r  t w o
sentences  per  agenda
item.  I f  a  detai led
report  is  referenced,
attach it.  The minutes
themselves  should  be
a high-level summary.

Use
Headings
and
Bullets
Structured  formatting
m a k e s  m i n u t e s
scannable.  Use  clear
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headings  for  each
agenda  item.  Bullet
points for key decisions
a n d  a c t i o n  i t e m s
improve readability.

Include
Attachme
nts When
Necessar
y
If  a  presentation  or
sp readshee t  was
discussed,  note it  and
attach  the  file.  This
p rov ides  con tex t
without  cluttering  the
minutes.

COMMON
MISTAKES TO
AVOID

Too much
detail:
Transcribing

everything
wastes time and
buries important
points.
Too little
detail: Missing
action items or
decisions renders
minutes useless.
Delayed
distribution:
Late minutes
lose relevance
and trust.
Poor
formatting:
Walls of text are
hard to read. Use
white space.
Inconsistent
naming: Always
use full names or
consistent initials
for attendees.
Opinions: Avoid
phrases like "the
manager felt
strongly that...".
Stick to "The
manager stated
that...".
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MEETING MINUTES
TEMPLATE
EXAMPLE

Here is a simple, clean
templa te  you  can
adapt:
Meeting Title: Project
Status Update
Date: June 15, 2025
Time:  10 :00  AM  -
11:00  AM
Location:  Conference
Room  B  /  Zoom
Attendees:
Alice  (Chair),  Bob,
Carol, David (absent)
A g e n d a  &
Discussion:

Quarterly1.
Review: The
team reviewed
Q2 metrics.
Revenue
increased 12%.
Bob presented
the sales
breakdown.
Decision:
Continue current
strategy.

Budget2.
Approval: Carol
proposed a
$5,000
marketing spend
for LinkedIn ads.
After discussion,
the group
approved the
budget.
Product Launch3.
Timeline:
Concerns were
raised about the
October
deadline. David
was absent, so
the discussion
was tabled until
the next
meeting.

Action Items:

Bob: Prepare
detailed sales
report by June
20.
Carol: Submit
LinkedIn ad
proposal to
finance by June
18.
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Alice: Reschedule
timeline
discussion with
David before
June 22.

Next Meeting: July 5,
2 0 2 5 ,  1 0 : 0 0  A M ,
Conference Room B.

DIGITAL TOOLS TO
STREAMLINE
MINUTE-TAKING

Modern technology can
make how to write a
minute  of  meeting
even easier. Tools like
Google Docs, Microsoft
Word  templates,  or
dedicated  apps  (e.g.,
Minutes.io,  Evernote,
Notion) allow real-time
collaboration,  auto-
saving, and templates.
S o m e  a p p s  e v e n
i n t e g r a t e  w i t h
calendars  and  send
automated  reminders
for action items. Using
a  shared  document
during the meeting lets
m u l t i p l e  p e o p l e

contribute,  but  the
minute-taker  should
maintain  control.

ADAPTING
MINUTES FOR
DIFFERENT
MEETING TYPES

Formal
Board
Meetings
R e q u i r e  s t r i c t
structure: call to order,
approval  of  previous
minutes,  officer
reports,  old  business,
n e w  b u s i n e s s ,
adjournment.  Motions
and  votes  must  be
recorded  verbatim.

Informal
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Team
Stand-

ups
Keep it brief: what was
done,  what  wi l l  be
done,  blockers.  No
formal  minutes,  but  a
quick  emai l  recap
works.

Project
Reviews
Focus  on  milestones,
risks,  and  decisions.
A c t i o n  i t e m s  a r e
crit ical.

HOW TO HANDLE
DIFFICULT
SITUATIONS

Sometimes  meetings
become  chaotic  or
highly  technical.  Here
is how to still produce
good minutes:

Fast-paced
discussions:
Record key
decisions and
ask for
clarification
during a lull.
Consider
recording the
session (with
permission) to
refer back to.
Conflict: State
the outcome
neutrally. "The
team debated
the timeline.
Decision: Two-
week extension
granted."
Off-topic
tangents:
Capture only
what is relevant
to the agenda.
Optionally note if
a topic needs a
separate
meeting.
Missing
information:
Note "Action
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item: Alice to
provide update
by email."

THE ROLE OF THE
MINUTE-TAKER

The person responsible
for minutes should not
b e  a n  a c t i v e
part ic ipant  in  the
discussion. If you must
also contribute, ask for
a few minutes to note
your  points  before
r e j o i n i n g  t h e
c o n v e r s a t i o n .
P r e p a r a t i o n  a n d
practice are key. Over
time, you will  develop
your  own  shorthand
system  and  rhythm.

REVIEWING AND
APPROVING
MINUTES

At the start of the next
meeting, minutes from
the  previous  session
should  be  reviewed
and  approved.  The
c h a i r  a s k s  f o r

c o r r e c t i o n s  o r
a d d i t i o n s .  O n c e
a p p r o v e d ,  t h e y
become  official.  If
errors are found,  they
are  corrected  and
noted.  This  process
ensures  accuracy  and
accountability.

CONCLUSION:
TURN MINUTES
INTO MOMENTUM

Learning how to write
a minute of meeting
i s  n o t  o n l y  a b o u t
documentation—it  is
about  driving  action
and  alignment.  When
done  well,  minutes
become a  catalyst  for
productivity,  clarity,
and trust. By preparing
ahead,  using  a  clear
structure,  focusing  on
decisions  and  actions,
a n d  d i s t r i b u t i n g
p r o m p t l y ,  y o u
transform  scattered
conversations  into
organized  outcomes.
Whether  you  are  a
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novice  or  a  seasoned
note-taker,  applying
these  principles  will
make  every  meeting
more  valuable.  Start
with  a  solid  template,

p r a c t i c e  a c t i v e
listening,  and  always
aim  for  clarity  over
completeness.  Your
future  self—and  your
team—will  thank  you.


