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Introduction 
In all my years working in the administrative field, I noticed that nothing got the knees shaking as much as the 
thought of having to take minutes. And it doesn’t seem to matter how long you have been taking minutes either.  
A few years ago, I was at an admin conference in Florida and they had a session with each of the speakers sitting 
at a different table to discuss the topic they were expert in. Participants were asked to attend at each table for 
a certain amount of time and then move on to the next table. I was covering minute-taking. We had a very lively 
discussion and people didn’t seem to want to leave because they had so many questions and fears. Before one 
woman even sat down and had a chance to introduce herself, she blurted out, “I’ve been taking minutes for over 
25 years. I hate taking them and I’m no good at it. Help!”  

One of the biggest roadblocks to taking effective minutes is the fear of taking them. I believe the cornerstones of 
taking minutes are to:

1. Be prepared.

2. Have guidelines and checklists to ensure quality.

3. Be confident!  

If you have the first two things, I guarantee you will feel more confident in your role as meeting recorder. My goal 
is to cover all of these points in this paper, and I hope by the end that you will have more clarity on your role as 
minute taker and will feel better equipped to take on this important task. 

About Me
I have been in the administrative field for over 30 years. Currently I am the Owner and President of Boomerang 
Virtual Assistants, a website providing administrative services. I am also an Administrative Assistant to the VP and 
Chief Nursing Executive of a mental health hospital. Previous to this I was a Sr. Executive Assistant and Corporate 
Secretary for a not-for-profit organization. I spent many years as a legal assistant in various law firms in Ottawa, 
Ontario, Canada; I worked as a secretary for the Royal Canadian Mounted Police and as an admin assistant at an 
Oilsands Plant in Fort McMurray, Alberta, Canada. I am a current member of the Association of Administration 
Professionals and a past member of the Ottawa Chapter of IAAP, holding the position of membership chair and 
board secretary. I regularly conduct minute-taking webinars for Business Management Daily and for the American 
Society of Administrative Professionals (ASAP.)

As the Senior EA to the CEO and Corporate Secretary of the Board of Directors, I took minutes regularly for the 
senior leadership team, for the Board and all its Committees. Before that, the thought of taking minutes scared 
me.  I avoided it for years.  I wouldn’t apply for a job if it required minute taking. My mindset changed when I 
was writing a blog for admins and wanted to write an article on minute taking. I interviewed a friend who was a 
seasoned minute- taker. After the interview I thought it didn’t seem so bad, maybe even I could do it. A job came 
up that required minutes, I applied and got it. I had a Board of Directors meeting in three months and had never 
taken minutes before. I jumped in with both feet and ended up actually enjoying taking minutes. Now, I teach it.! 
My great hope is that this paper will encourage you to jump in, feel more confident and/or finetune your skills in 
minute taking.

— Patricia Robb
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CHAPTER 1: ROLE OF THE MINUTE TAKER

What has really helped me as a minute taker is to be clear on my role. I am there to help keep the Chair on track 
with the agenda. If an item is missed, I need to flag it. I am there to ensure all the appropriate motions are made 
and that there is quorum at the meeting at all times; and I am there to take the minutes.

One person I spoke with said she gets distracted at the meeting because she is interested in the topics and gets 
carried away by the conversations going on and forgets to record what she needs to in the minutes. In order to 
take accurate notes, you need to keep focused on why you are there.  

As many of you know, or will find out, there is more to being the minute taker than just taking the minutes. A 
meeting date needs to be found by canvassing for dates. Once a final date is confirmed, the meeting room needs 
to be booked, along with any catering, if needed, the invite needs to be sent to everyone who has to be there, 
you need to ensure you have all the audiovisual requirements covered and anything else you need to take care of 
before the meeting. I hope you can see how a checklist would be helpful at this stage to ensure you don’t miss 
anything.  

There are so many things to do before, during and after a meeting that you need a system to keep you on track 
and on time. I like to use checklists. Some of my co-workers used to joke that I loved checklists because I had one 
for just about everything I did, but I’ve been saved by them too many times not to appreciate having one. I don’t 
want to have to remember each time all the things I need to do. A checklist spells it out for me and all I need to 
do is go down the list and check off things as they are completed.  

You also need to know the purpose of the meeting. If you know the purpose of the meeting and what they are 
trying to accomplish, that will ultimately help you know what to record in the minutes.  

A good example of this, and what many people have mentioned to me is the meeting they are most terrified of, 
is when the boss calls them in for an impromptu meeting. He or she may have some people in the office or be on 
a teleconference and will call their assistant in to take notes, but at that moment you have no idea what they are 
meeting about. That is when I usually say, “Just a moment. I’ll go get my pen and pad.” This gives me enough 
time to get back to my desk, quickly check the calendar to remind myself who my boss is meeting with and what 
they are meeting about. When you know why they are meeting, it will help you focus on what information to take 
down in your notes.  

My previous boss frequently called me in at the last minute to take notes when he was on a teleconference and it 
was rarely planned. The last teleconference was about a conference he was invited to speak at. He was speaking 
to the organizer about the topic and reviewing what they wanted from him and other details. Knowing the 
purpose of the meeting helped me to take down only the relevant information and I was able to provide an email 
to them both after the call to confirm the conversation. Had I gone in not knowing what the purpose was, I would 
have inevitably taken down too much information because I was unclear what they needed. This way I was calm, 
prepared and focused.

The same goes for a more traditional meeting with an agenda. You need to look at each agenda item and 
determine what it is about and what they are trying to decide. If you are taking the notes, you need to know the 
purpose of the meeting and be focused on your role.  
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CHAPTER 2: BE PREPARED

Drafting the Agenda
When all of the details of the meeting are finalized, there is the job of drafting the agenda, ensuring that all 
materials needed are received on time and preparing the meeting package to send to the participants. A useful 
tool I use for drafting the agenda is what I call a Look-Forward agenda. When I first used this, I was taking 
minutes for a Board of Directors’ meeting, which met three times a year. On the Look-Forward Agenda I noted 
the meeting schedule and which items needed to be on each agenda. When I was drafting the agenda, it was 
easy to see from the Look-Forward Agenda what needed to be on that particular agenda. A sample Look-
Forward Agenda is included in the Template section of this workbook.

Next, I always read the previous minutes to see if any items need to be on the agenda. Reading the previous 
minutes also helps me get reacquainted with the business of the meeting.

Finally, I have a folder, where I put any items that my boss mentioned needed to be on the agenda or that people 
requested to be on the agenda. It is probably a good idea to have a paper folder, but also an electronic folder, as 
many times these items are received by email, so it is easy to keep track of them there.

Once I have a first draft, I meet with the Chair to review the items and finalize the agenda. The first agenda is 
annotated with my notes. I put the notes in red font so if the Chair has any questions, I can refer to my notes to 
remind myself why the item is there or the status of any materials I am waiting for. I also write notes that my boss 
has asked me to remind him about. Sometimes he will walk past my desk and say he wants to remember to tell 
them about this or that, so I mark it in on the item he is referring to. A sample annotated agenda can be found in 
the Template section.

Compiling the Meeting Package
When the agenda is finalized, and all the materials are received, then it has to be put together in an order that 
will be user friendly to the recipients. In this electronic age, putting the materials together in a PDF document 
with bookmarks is a very easy to use method and I’ve had many compliments over the years on the ease of going 
through the package. You will need Adobe Acrobat IX Pro installed to make these types of PDF packages, but it 
is well worth it.

The meeting participants then have a choice whether to print the package or use the electronic version. My goal 
is always to try and get them to use the electronic version to save on having to print the package. The easier the 
electronic package is to use, the more likely they will use it.

I’m sure we have all received an email (or meeting request) and the agenda and meeting materials are attached to 
it in no particular order for an upcoming meeting. The assistant then needs to open the agenda and try to figure 
out which attachment goes with which agenda item. And sometimes there are 15 or more attachments! That 
is not how I like to get my meeting materials and I’m sure that is not how my boss will want it either. If I receive 
a meeting package like this, I re-save each of the attachments as a PDF document and then combine them 
together with the agenda first and the other meeting materials in the order they are on the agenda. I then add 
bookmarks for each item so my boss can click on the bookmark and go from item to item.  
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If you do need to send the package out by email with the agenda and materials attached separately, I would 
suggest the following format to make it easier on the recipients. A suggested email would be:

‘Dear Finance Committee members,

Attached please find the agenda and meeting materials for the Finance Committee meeting on August 24, 
2018, at 1 p.m. in the Main Boardroom. The materials are as follows:

1 – Agenda

2 – Previous Minutes of July 10, 2018

3 – Briefing Note on the Update on Funding

4 – Financial Statements as of July 31, 2018

I look forward to seeing everyone at the meeting.

Patricia’

Each attachment would then be named the same as what was indicated in the email (including the number), 
which should correspond with the agenda. This makes it easier for everyone.  

Another thing I would suggest if you are sending a meeting request and the meeting materials are attached to it, 
is to indicate in the Location section ‘OPEN FOR MATERIALS’ so people know there are materials attached. I do 
the same if I receive a meeting request and notice there are materials in the appointment. I want my boss to know 
there are attachments and he doesn’t always notice the little paperclip symbol.  

As assistants, we usually receive the meeting request and accept it on our bosses’ behalf so we see there are 
materials attached, but our bosses generally only view meetings in their calendars or on their cell phones so 
unless it is written that the materials are in the meeting request, they may not notice anything is there.  

My former boss, and CEO of the company, gave me good advice when I first started working with him. He said I 
should ask myself what I would need if I was going to the meeting and then make sure he has it. It’s simple advice 
really, but it sure changed the way I get things ready. That is now the first thing on my mind when I am putting 
the materials together. I want to make sure I put the package in the order that I would like it if I was going to the 
meeting.  

Reading the Meeting Materials
Another very important part of preparing for the meeting is to read the meeting materials. By reading the 
materials you will be as informed as the other meeting participants. It will help you to focus on what they are 
looking to accomplish with a particular item and it will also provide you with the language to use. Many times, 
in the materials it will say what the issue is and what the recommendations are. They will discuss the issue and 
then come to a decision on whether to accept what was proposed or go back and do some further work, but the 
language is in the materials for you to use.

I have recently started taking minutes for a company where they send me the meeting materials and the audio 
recording of the meeting and then I draft the minutes from that. I read the materials carefully because I want to be 
as prepared as possible when I listen to the recording. Since I’ve read the materials, as each person reports on their 
item, many times I can tell they are just repeating what was in the materials so that makes it easy for me to know 
what to record. In a case where they are just repeating what is in the materials, I note in the minutes that the report 
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was included in the meeting package and was reviewed with the group and that there was discussion and questions.  
It is not necessary to repeat everything that was in the report that the meeting participants already received.  

Other times a report will be included in the meeting materials and the person giving the report assumes 
everyone has read it so will only provide highlights from the report or will say they want to bring something in 
the report to the attention of the group. In that case, I note in the minutes that the report was included in the 
meeting package and the following highlights were provided. Then I list in bullet form the highlights that the 
person gave or note what it was they wanted to bring to the attention of the group. Of course, the language I 
need is already in the meeting materials.  

When I am pre-populating my minute template, I often cut and paste from the materials. For example, while I 
was reviewing a recent agenda and materials, I saw that under one agenda item something was defined in the 
materials, which I assumed would be mentioned at the meeting so I cut and pasted that and put it in my minute 
template. My minutes would then read as follows (I underlined and italicized the section I cut and pasted from the 
meeting materials below):

Risk Assessment – R. Chantley
A memo summarizing the material changes in the Risk Assessment was included in the meeting 
package and reviewed with the Committee. The main purpose of the Risk Assessment is to help the 
organization identify, assess and analyze the potential risks that currently exist within the company’s 
internal program.  

There are a lot of gems you can get from the meeting package.

By reading the materials, it makes taking the minutes much easier and you will be better informed about the 
purpose of the meeting, but also the business of the meeting. I have heard many assistants say that they aren’t 
the experts at the meeting so find it hard to know what to write as they are lost in the discussions. By reading the 
materials, you may not be as expert as others at the table, but you will be knowledgeable on the topic and that is 
what you need to take good minutes.

The only exception I make to reading the materials is if they are lengthy financial statements or an audit report. 
In that case, I just glance over it and when the person is reporting on it, I follow along in the meeting. If I need 
further information for the minutes, I email the person who reported, and they are usually more than happy to 
provide a summary for the minutes.  

Keeping good records
As the minute taker, it is important to keep good records both electronically and in hardcopy, and to have them 
in a reasonable order that is easy to find for you and anyone else who needs to know. This becomes especially 
important if you are not in and someone else has to fill in. As an example, for each meeting I take minutes for I file 
them in folders named by the meeting name:  
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I put an underscore at the beginning of the folder name when I want something to file first in the folder. I want 
the folders that I work with the most to be readily available. Sometimes the names of the meetings are quite 
similar and you may want to keep them separate. As you will see in my example above, I named one of my quality 
meetings in uppercase and the other in lower case to distinguish between the two of them. Otherwise, it could 
get confusing. 

In each meeting folder, I have the following subfolders:

Then in each sub-folder I name the items by YYYY-MM-DD. I name it this way to ensure it goes in chronological 
order. I have often seen minutes named by MM-DD-YYYY (such as April 23 2018). It slows down the search 
because then it will be filed alphabetically by month and April will be first, whereas I want January to be first. If 
you file by YYYY-MM-DD, it will always be in the correct chronological order. In this example it is the folder for 
meeting agendas and packages, but in each of the folders, I always name it by the meeting date so everything for 
that meeting is filed together.

Once the year is over, I start a folder for that year and move all the files in there, so I am always working with the 
current year.

This is my way of filing that works for me. You might have something else that works for you and the way your 
organization files, but whatever way you file, the goal should always be to make it easy to find with little effort. 
There is enough stress getting ready for a meeting, finding things shouldn’t be one of them. When things around 
me are uncluttered and easy to find, my day goes much smoother.

Many minutes have to also be kept in paper format because they are signed originals. I keep these in a Minute 
Book, which is basically a binder with the minutes filed chronologically. One of the first things the auditors want 
to see when they come in for the annual audit is the signed minutes of the Board of Directors’ meeting. And if 
there are any legal proceedings, the courts may also ask for the signed minutes.

Some corporations have their minute books filed at a law firm for safe record keeping (there is a cost associated 
with this), while others have their minutes stored securely on site in binders. Whichever method your company 
uses, care should be taken to file the accurate signed minutes with the appropriate attachments. A chronological 
binder of minutes from present to past would be the easiest way to file them. This way when you open the binder 
the most recent minutes are on top.
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It is also a good idea to keep a scanned signed copy of the minutes filed electronically as a corporate record. You 
should take this part of your job seriously. Your company is depending on you to be the keeper of the minutes.

Record of Motions
You might also want to keep a record of motions. At my previous job I kept a record of motions because I was 
asked from time to time to go back and check whether a particular motion was made and from which meeting.  

A Record of Motions can be as simple as an Excel spreadsheet with a numbering system for the motions, so you 
can easily identify which minutes they were taken from.  

For example:

MOTION#: 01-11-18

MOTION # 01[Agenda Item Number]-11[Month]-18[Year]

A motion can either be drafted ahead of time or a board member can come to the meeting with a motion. 
Motions can do one of two things, they can either be carried (or passed) or failed, but both need to be recorded 
in the minutes. If the motion was not voted on, it does not need to be recorded in the minutes.

Although the seconder does not always need to be recorded, you will have to go by what your meeting has 
adopted. In our meetings we record the mover and seconder and then they vote and note whether it was carried.  

Sometimes you will come across something called a resolution. A resolution is basically a motion dressed in fancy 
clothes. They accomplish the same thing, but a resolution is formal and is prepared ahead of time so the Board 
has time to review it.In order to easily identify a resolution, it always begins with BE IT RESOLVED that. Once the 
resolution is voted on it is then incorporated into the minutes or can be attached to the minutes.  

Both a motion and a resolution have to be recorded word for word. In formal meetings restate all motions in full.
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CHAPTER 3: TYPES OF MEETINGS 

There are basically three types of meetings: Operational, Formal (or semi-formal) and In Camera (aka the 
Executive Session).  

Operational 
The most frequently held meeting is the Operational meeting such as a team meeting or management meeting. 
A team meeting might only require a listing of actions in the minutes with very little discussion recorded. 
A management meeting requires more context as they are having higher-level discussions that they want 
summarized in the minutes, but it also includes actions to be completed and decisions made. 

For the operational meeting, you should have a good understanding of the terms of reference of the meeting. 
This can either be a formal written terms of reference, which provides the guidelines set by the group on how 
they want to conduct the meeting, or it can be a general understanding amongst the group, such as all members 
must show up on time and be ready and prepared to participate. The terms of reference should include the 
membership of the group, how many members are needed to make quorum, when the meeting package needs 
to be sent out, what the mandate and purpose is for meeting and the conduct expected at the meeting. As the 
minute taker you should have a copy of this document and become very familiar with it.  

I have included a copy of the terms of reference that we used for the Admin Team meeting at my former office 
in the Templates section. I always find the Admin Team meeting an excellent place to practice all aspects of a 
meeting, from chairing it, setting the agenda, preparing the package and taking the minutes. What better place 
than among our peers to do this where we can all help and encourage each other? I tell our Admin Team that our 
meeting is the training ground for our real jobs.  

If you are a member of a professional association and you need to learn to take minutes, or want to get better at it, 
why not volunteer as the secretary. These groups have top professionals in the administrative field, some with many 
years of experience, and that is exactly the place you want to be to take minutes because you have so many people 
at your disposal as a resource when you need it. The new secretary at the professional association meetings I attend 
has never taken minutes before, but by the end of her term she will have added a valuable skill to her resume.

There is usually a lot of back and forth discussion at the operational meeting because it is a working meeting and 
they are usually hashing out some issue. This requires you to listen carefully in order to briefly summarize what they 
are discussing and record any decisions or actions. The key to taking minutes for any meeting is to be prepared.  

Formal (or Semi-Formal) 
A Board of Directors’ meeting would be considered a formal meeting. The minutes are written in more formal 
language and the conduct of the meeting is very orderly and structured. I particularly like these types of 
meetings because they are very predictable because you know what is coming next and can prepare for it.

A senior management meeting can fall under semi-formal as well as operational, as it has elements of formality 
with high-level executives around the table and a formal agenda, but it is also operational in that it has decisions 
and actions.

For formal meetings you should have good familiarity with the governance of the meeting (often captured in a 
governance manual, which includes the by-laws of the meeting), and you should have a basic understanding of 
meeting rules such as Roberts Rules of Order or whichever rules your meeting follows. Depending on how closely 
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your meeting follows these rules will determine how much you need to know about them. In our Board meetings, 
just knowing where they are and how to look things up is enough, but you may need to know more than that. A 
great resource is a website for Frequently Asked Questions about Roberts Rules of Order which can be found at 
this link http://www.robertsrules.com/faq.html.

Roberts Rules of Order is probably the best-known rules of order, but they are not the only ones. Some others 
are: The Standard Code of Parliamentary Procedure, Kerr & King’s Procedures for Meetings and Organizations, 
Thomas Erskin May’s Treatise on the Law, Privileges, Proceedings and Usage of Parliament, and there are others. 
The main thing for the minute taker is to know which rules the meeting follows and to be familiar with them.

In-Camera (aka Executive Session)
Sometimes a portion of the meeting will be called as in-camera, which means they are going to be discussing 
confidential or sensitive matters that only the meeting participants need to hear. If the Chair says this part of the 
meeting is in-camera, take your fingers off the keyboard, or put your pen down (turn your recorder off if you are 
using one). The meeting participants want to be assured nothing is being recorded. Sometimes the minute taker 
is asked to leave the room. You should record the time you left and the time you returned so you can record in the 
minutes that an in-camera session was held and provide the times in the minutes. If the in-camera session is held 
right after the meeting I simply note in the minutes that following the regular meeting an in-camera session was held.

At our board meetings I do not attend the in-camera portion of the meeting, but when I return to the meeting 
they tell me the decision that came out of the discussion and I record that for the minutes, such as: An in-camera 
session was held from 1 to 1:30 p.m. The following decision was made. 

It is usually the discussion that is confidential to the meeting participants, not the final decision that came out 
of it. An example of an in-camera meeting would be to discuss the performance of the Chief Executive Officer 
(CEO). The minute taker would not need to be privy to the performance review discussions, but the decision that 
comes out of the discussion might be that the CEO’s term is renewed to 2020, which could be recorded in the 
minutes. This will be up to the Chair whether they want anything recorded in the minutes.

Teleconference/Videoconference 
I have added this section because I have found there is often confusion about what type of meeting it is when 
done by phone or videoconference. When a meeting is held electronically it is the same as any other meeting and 
can either be operational, formal or an in-camera meeting. The only difference from an in-person meeting is they 
are meeting electronically rather than in person.  

Electronic meetings can sometimes be a challenge for the minute taker. If you don’t recognize the voices of the 
participants, ask the Chairperson to advise the callers to identify themselves when speaking. The Chairperson 
should be diligent about this as the participants will undoubtedly forget. Signaling the Chairperson if you did not 
get the caller’s name is appropriate. The minute taker should sit close to the speaker phone so they will be able 
to hear the conversations clearly.

When the minute taker arranges a teleconference, they will also need to determine who the moderator is. In 
many cases the moderator is either the Chair or the minute taker. All the numbers required should be on hand 
before the meeting begins as well as how to mute the call and other instructions. If it is a videoconference that 
is being set up, you should have the appropriate address on hand to connect. If you have an IT person in your 
organization, they can be your best friend when it comes to setting up and testing the videoconference.
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CHAPTER 4: BEST PRACTICES 

Arrive Early
You should be the first to arrive at the meeting and the last to leave. There will be a lot of last-minute things 
you need to do to get ready for the meeting so in order to avoid stress on yourself and the other meeting 
participants, plan to arrive early. To facilitate this, when booking the conference room, I allow for 15-30 minutes 
prior to the meeting and the same for after the meeting.

Before the meeting you should go over your checklist of things you need to have with you at the meeting and 
ensure that anything that needs to be set up has been and the tent cards have been placed at the assigned spots.  
If coffee and tea are being brought in, you should arrange that ahead of time. This would also be the best time to 
do a test of any equipment you will be using to make sure it is working properly.  

The Chairperson will be looking to you to let him or her know if there is quorum, that all required materials are 
available and that you are ready and prepared to start on time. It is therefore important that you be seated and 
ready before the meeting participants arrive.

Determine Your Position
There are two very important people at the meeting – The Chairperson and the Minute Taker. It is said that if 
accurate minutes are not taken at a meeting then the meeting may as well have never happened. You cannot rely 
on memories as to what happened at a meeting – you need accurate minutes.  

The Chairperson should be seated in a prominent place at the head of the Boardroom table as he or she is the 
presiding officer of the meeting. The minute taker should be seated either on the left- or right-hand side of the 
Chairperson, with good eye contact with the Chair and in easy listening distance. I prefer sitting to the left of the 
Chairperson.  

The Chairperson will normally introduce the minute taker or will ask for a roundtable of introductions. When 
it comes to your turn, speak up and confidently state who you are and what you will be doing at the meeting. 
Everyone in the room is happy that you are there so they can concentrate on the business of the meeting rather 
than trying to keep track of all the actions and decisions. The minute taker should not be afraid to speak up in a 
meeting, but this should be done with discretion. I usually raise my hand and wait for the Chair to acknowledge 
me before speaking.  

Depending on the size of the meeting, you and the Chairperson will need to determine what will work best for 
your group so you know who each participant is. As the minute taker, you have to be able to distinguish the 
participants for correct recording of who made a motion, who seconded it, etc.  

A seating chart can be as simple as quickly hand sketching a map of where everyone is sitting, with initials beside 
it. You might also choose to distribute a sign in sheet to participants that will be passed around the table and 
each participant can print their name.

I like to use tent cards, but you should make sure your tent cards are large enough to be seen at a distance. This 
is as much a help to the Chairperson and the other meeting participants as it is for you.

I usually go over the seating map with the Chairperson before finalizing it as he or she may have a preference as 
to where participants sit. You should place the tent cards on a slant towards where the Chairperson is sitting as it 
is important that the Chairperson know the names, but also so you can see them as well.
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If you are organizing a meeting where the meeting participants are from different cities and they don’t know each 
other very well, if at all, then I would suggest creating name tags. This is especially helpful for an all-day meeting 
where there will be a time of socializing during lunch or breaks and people are not sitting at their assigned seats.  

Proofread
Proofreading your work is important, but I find it is sometimes sadly neglected. As with any document you 
shouldn’t only rely on Spell Check, but do a thorough proofread of the minutes:

• Check grammar and look for typos.  

• Check the date and time on your meeting minutes. If you are using a template you might forget to 
change it to the new month, year and time.  

• Check your motion numbers to make sure they are correct.  

• Read the minutes over again to ensure they are accurate and make sense.  

Draft to Chair – Within 24 hours
Ideally you should have a draft of the minutes to the Chair within 24 hours, but you should start typing the 
minutes within two hours of the meeting. I read somewhere that most people remember about 50% of what they 
hear immediately after a meeting. After one week this goes down to about 10%.  

It is in your best interests to type the first draft of the minutes as soon as possible after the meeting. Block 
yourself some time in your calendar to do it. Drafting the minutes shortly after a meeting will help to put your 
notes in context as you will still be able to remember the discussions from the meeting. The staler the meeting is, 
the less sense your notes will make. 

 I had a question at one of my webinars because the person took minutes at an evening meeting so wasn’t always 
able to get right at it as it was then getting too late. I have completed minutes a day or two after a meeting and 
with experience and confidence sometimes you can do that, but they have been more difficult to do as I didn’t 
have my memory to fall back on for context. If you are new to minute taking, I would recommend the sooner the 
better.
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Review Questions:

1. What are some of the roles the minute taker has?

2. Why is it important to know the purpose of the meeting?

3. What are some of the ways you can get prepared for a meeting?

4. Name two reasons why it is important to read the meeting materials?

5. What should the goal of good record keeping be?

6. What are the three basic types of meetings?

7. Why is it important where the minute taker sits?

8. What type of meeting is a teleconference?

Answers are found on the following page.
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Answers:

1. Some of the roles of the minute taker are to: set up the meeting, prepare the agenda, make 
arrangements for any audiovisual equipment needed and to take the minutes.

2. Knowing the purpose of the meeting keeps you focused on what you are there for.

3. You can prepare for the meeting by reading the meeting materials and preparing a minute 
template.

4. By reading the meeting materials you will be better informed on what they will be discussing and 
you will have some of the language needed for the minutes.

5. The goal of record keeping is to file documents in such a way that they are easy to find with little 
effort.

6. The three types of meetings are operational, formal and in-camera.

7. It is important that the minute taker and Chair sit close to each other with good eye contact and in 
easy listening distance because the Chair and minute taker need to communicate throughout the 
meeting and it is easiest done if sitting nearby.

8. A teleconference meeting can be an operational, formal or in-camera meeting. The only difference 
is it is held by telephone.
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CHAPTER 5: TOOLS FOR THE MINUTE TAKER  

A minute taker can prepare many things ahead of time to make the job easier. There are also many other tools to 
make things go smoother.

Minute Template
If you take minutes electronically, I would recommend creating a minute template. The minute template should 
follow the agenda order exactly, and in many cases, the minute template is the agenda reformatted with spaces.  
I like to put it in table format so I don’t have to worry about formatting in the meeting.  

The beauty of preparing the minute template before each meeting is you can pre-populate it as much as possible 
beforehand and then your minute taking will be like filling in the blanks for each section. There are many things 
on the template that can be filled in ahead of time such as ‘The agenda was adopted as presented.’ If there is an 
amendment to the agenda, you can change it during the meeting to ‘amended.’ This is the same for the item on 
adoption of the previous minutes.  

I also fill in ‘The meeting was convened at [Insert time]’ and ‘The meeting was adjourned at [Insert time]’ - just to 
remind myself to put the time in. It is easy to forget to check the time when the meeting starts and ends so this is 
a good reminder to do so. There are many things you can fill in advance to help make your job easier and is why I 
recommend the minute taker read the meeting materials. Many things from the meeting materials can be cut and 
pasted into your pre-populated minute template.  

A sample minute template is included in the Template section.

Handwriting the Minutes
If you handwrite the minutes, you should still have an outline prepared ahead of time. You can write each item 
name on the top of the page and give yourself a few blank pages to write and then write the name of the next 
agenda item.

The thing to keep in mind when you are taking minutes is that you are looking for the final decision or action that 
comes out of the discussion, you are not trying to write down everything that everyone says. Minutes are not a 
‘he said/she said’ type of recording, but are a record of the discussion, decisions and actions to be taken and the 
date by when they need to be completed. Someone has said, they are not ‘seconds,’ they are ‘minutes.’ I would 
go further than that and say they are not minute by minute either. Less can sometimes be more when it comes to 
minutes.

If there is lengthy discussion or heated debate, it can be summed up in a simple phrase such as ‘Discussion 
ensued’ or ‘There was a fulsome discussion.’ And then you can put what the final outcome of the discussion was. 
If there is a brainstorming session and you think it is important to write down the ideas that are being made, put 
them in bullet form. Such as, ‘There was discussion and the following points were made:

• It is not necessary to put who made the comment, but just list the general ideas that were put forward.’

Having a list of words or phrases you can use is very helpful when writing the final minutes. In the Language of 
Minute Taking section you will find a list of handy phrases. I would recommend you print this and keep it at your 
desk as a reminder for when you are taking the minutes. Over time the language will come more naturally, but 
it is a good practice to look them over every now and again, just as a refresher. You should also add new words 
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as you learn them. When I read other people’s minutes I often find words I like and write them down. You can 
also learn new words by discussing it with your colleagues or reading articles on minute taking or joining online 
forums where they are discussing this topic. My new word is ‘reiterated’ and I’ll be using that in an upcoming 
meeting.

The Action Registry
An Action Registry is very useful for an operational type meeting to keep track of the many actions that come out 
of the meeting. A formal meeting usually doesn’t have as many actions since they are typically a decision-making 
meeting, but you can determine whether or not your formal meetings need a tracking tool for actions. If so, the 
action registry can be adapted for that purpose.  

Once items on the action registry are completed they should be taken off the registry as this is not a history of 
actions, but a current tracking of outstanding actions. I usually leave the action on the Action Registry once it 
is completed just to show everyone it is done, but then remove it after the next meeting. The Action Registry 
should be sent to the participants with the meeting package so they can review and report back on the status of 
the actions. A sample Action Registry is included in the Template section.

The Look-Forward Agenda
The Look-Forward Agenda is a great tool to ensure that nothing is forgotten and items that need to be on the 
agenda for reporting and approval are not missed. It can be as fancy as you like or as simple as the example I 
have included in the Template section, but the important thing is that it serves the purpose for which you need it.  

When my boss or the Chairperson asks what needs to be dealt with in that quarter, I pull out the Look-Forward 
Agenda so they can quickly see the information they need at a glance. It is also great when I want to show new 
board members what we do. You don’t have to spend a lot of time on the formatting for it to be effective, but 
you do have to spend the time going through the governance manual and by laws to find the items that require 
review and approval and put them on the Look-Forward agenda.  

The Consent Agenda
We recently started using a Consent Agenda and it has cut down on the time we use in the meeting to approve 
routine items such as the approval of the agenda, the previous minutes and other items that are on the agenda 
for information purposes. Previously we used to go through each item and then there were comments from the 
board members on the items and it took a lot of time. With the Consent Agenda, all the information is in the 
meeting package and requires the board members to read it ahead of time, but the time it saves in the actual 
meeting is well worth it. There is an excellent article from BoardSource on the Consent Agenda that I would 
encourage you to read if you are interested in this time-saving tool. It can be found at this link. http://www.uic.
edu/cuppa/gci/programs/profed/online/courses/bd/week3/consent_agenda.pdf  

Using the Consent Agenda changes what you record in the minutes because one item is now taking care of 
several items for approval so you need to be clear what the consent agenda is approving, but the BoardSource 
article gives examples and is very clear on this. However, before you start using the Consent Agenda it should be 
presented to the board or your particular meeting group for approval to use it. At a formal meeting a motion is 
required to approve the use of the Consent Agenda.
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Attendance Sheet and Quorum
It is very important that you keep track of who is in the room to make sure there is quorum at all times. This 
is particularly important in a formal meeting. When you are arranging the meeting, you should also have the 
required number for quorum in mind when picking a date because if some members are not available and 
quorum isn’t met, the meeting cannot be held at that time. Keeping track of attendance can be as simple as 
ticking the names off a list as they come in the room.

Many times, it is the job of the meeting recorder to bring it to the attention of the Chair if quorum is lost. 
The Corporate Secretary may also be the one who keeps track of quorum and, if so, you should prepare an 
attendance sheet for them to have at the meeting. I usually make a copy of the attendance sheet for the Chair as 
well, for reference purposes only.

Quorum is very important because it is not a legal meeting if the right people (Chair and the appropriate number 
of board members) are not at the table. If quorum isn’t established at a meeting, any decisions they make are not 
valid.  

In a meeting I take minutes for, quorum is 50% + 1 so in order to avoid having to do the calculations on the spot, 
I do the math ahead of time and write it on the attendance sheet. It is usually pretty simple math, but I find if all 
eyes are on me and they ask me even the simplest math questions, I freeze. So, to avoid that, I always do it ahead 
of time.

Quorum can also be affected if a member plans to leave the meeting early. If by the member leaving quorum will 
be lost, this needs to be brought to the attention of the Chair; they can ask the member to delay their departure 
until all votes are made. When a member leaves the meeting, it should be noted in the minutes that “Mr. Brown 
departed the meeting, quorum was maintained” or “Mr. Brown departed the meeting, quorum was lost.” I don’t 
record it if a member leaves the room for a restroom break, but I do make a note they are out of the room and if 
a vote comes up, I raise my hand and bring it to the attention of the Chair, who will then wait for the member to 
return to call the vote.

Some meetings have certain requirements of their members and want accurate attendance taking to know if 
someone didn’t show up for a meeting, or missed three meetings in a row, etc. so you need to keep good records 
for that reason.

–    Participants are those who attend the meeting

–     Regrets (or Excused) are participants who advised you ahead of time that they would not be able to 
attend the meeting

–    Absent are participants who did not show up for the meeting and did not provide notice

–    Guests are those who are invited to the meeting and are not a regular participant

–    The minute taker can be listed as the Recorder or the Minute Taker

Recording the Meeting (Audio)
Not every group will want the minutes recorded by an audio device. If you plan on using a recorder, you should 
first check with the Chairperson to ensure they agree with it, and then you or the Chair should announce before 
the meeting that it is being recorded for the purposes of the minutes and ask if everyone agrees to it. If someone 
does not agree, the minutes should not be recorded electronically.  
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Some participants are particularly sensitive to having what they say recorded. A few I can think of are celebrities, 
lawyers, politicians and other high-level executives. They don’t want what they say to be splashed on the news or 
YouTube. I would take care if you are recording minutes to delete the recording after the minutes are completed 
or if you are using a tape recorder, lock the tape in a secure place until you have a chance to transcribe the 
minutes then erase it.  

My personal preference for the meetings that I attend is not to record it because I not only have to spend the 
time in the meeting, which could be a full day, but I now have to listen to it again, which is like having to attend 
the meeting twice. However, recently I have been taking minutes by recording only and can see the benefit of it 
for accuracy in the minutes and it can be a good resource as a backup. The problem with having a recording is 
there will always be the tendency to write too much because you can. If you use a recording you should follow 
the same guidelines as if you were taking the minutes in the meeting, which is summarize the discussion and write 
down any decisions or actions to be taken and by when. 

You also don’t want to rely too much on the recording. The recorder could run out of batteries mid-way through 
the meeting, the sound might not be the best quality or didn’t pick up what someone said who sat at the other 
end of the room. In one of my webinar sessions, one of the participants emailed me to say that happened to her 
and she was frantic that she wouldn’t have anything to write in the minutes.

Corrections to Minutes
When previous minutes are amended, you should not put the information as to why they are being amended 
in the minutes you are currently recording, just that the minutes are approved as amended. If you put the 
reason, then you are defeating the purpose of the amendment as it is now in these minutes. For example, if 
the correction was to have an employee’s name struck from the previous minutes, then you shouldn’t put in 
the minutes that Mary Smith’s name is to be struck from the minutes or you now have the information in these 
minutes that you wanted out of the other minutes.   

One of the things I always print and bring to the meeting with me is the previous minutes. If there are any 
changes, it is easy to write on the paper copy what the changes are. I can very quickly strike out a sentence or 
word, add a word or restate a sentence or motion. When I’m back at my desk I type the changes on a document 
and save it with the meeting minutes, that way I have a record of what the changes are. I then make the changes 
to the previous minutes and re-name the minutes with AMENDED noted at the end of the file name. This way 
when I read the minutes and see that it was approved as amended, I can go back in my records and see that 
the amendments were made and since the document with the changes is also saved, I have a record of what 
the changes were in case I have to refer back to it. Below is a link from Roberts Rules of Order about amending 
minutes: http://www.robertsrules.com/faq.html#16 

I do the same if it is a document that was approved as amended. If the amendments are typos and grammar type 
changes, I will refer in the minutes that formatting and small typo changes were made to the document. I then 
send an email with what the changes were to whoever is to amend it so they have it and I also keep a copy for 
my records dated the same date as the meeting so it all files together. If the changes are more substantial, then 
I will make a note of what the changes were in the minutes and then record that the document was approved as 
amended.
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Review Questions:

9. What are some of the benefits of preparing a minute template ahead of time?

10. What is the purpose of the Action Registry?

11. How is the Look-Forward Agenda beneficial to drafting the agenda?

12. What are some of the pros and cons of making an audio recording of the meeting?

Answers are found on the following page. 
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Answers:

9. By preparing a minute template you can pre-populate it ahead of time. It keeps you on track and 
no formatting is necessary in the meeting.

10. The Action Registry is a place to keep track of actions from various meetings so the meeting 
participants don’t lose sight of them.

11. The Look-Forward Agenda is useful to ensure you do not miss certain items that need to be dealt 
with by the meeting.  

12. Recording a meeting can be useful as a backup, but if you rely on it and the recording is not clear 
or missing parts of the conversation then you may be left without anything to put in the minutes. It 
can also be time consuming as you now have to listen to the meeting twice.
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CHAPTER 6: THE LANGUAGE OF MINUTE TAKING 

My daughter is a chef and when I ask her how to make something she will tell me to just put a little bit of this and 
a little bit of that in and keep adding to taste. That doesn’t work for me. I need a recipe with detailed instructions 
on what I need to do. I am the type of person who likes to know how something is done. It is the same with 
minute taking.  

From the time I graduated high school, I determined I would avoid taking minutes at any cost. It just didn’t 
seem like something I could wrap my head around. Things changed when years later I interviewed a friend for 
a blog article I was writing. She was an experienced minute taker at the executive level. When she explained 
to me what needed to be done to prepare for the meeting, what needed to be recorded in the minutes and 
the purpose for me being there, it all started to make sense. In the meantime, a job came up working for a 
CEO and a Board of Directors as an Executive Assistant and Recording Secretary. It took me awhile to make 
the decision, but I finally decided to try for it and was the successful candidate. Up until that point, I had only 
taken minutes at mock meetings in high school. I ended up working for that company for over seven years and 
was considered a professional in my field. How did I get there? As with anything in my life, I needed a recipe to 
show me how to do it.

Taking minutes is not something that can only be explained in a recipe, but there is a system I use that has made 
the process of taking minutes much easier for me and I hope will also help you as you take on this important task.

The minute template is the first step. Because the minute template mirrors the agenda and I am able to fill it in 
ahead of time, it puts the task into manageable chunks. I go through the meeting materials with the purpose of 
determining what decisions they will be making at the meeting for each item and fill in what I can ahead of time 
using the language in the meeting materials.  

Since minutes are a summary of what was discussed and a record of any decisions and actions that come out of 
the meeting, knowing ahead of time what they are going to be talking about and what decision they are trying to 
make is really helpful.

I usually start by stating the purpose of the item. For example, in this instance, a presentation was made in order 
to make a decision about the theme for the annual report:

3. Annual Report

This was brought to the Committee to decide on a theme for the next annual report.  A presentation was 
made and is attached to these minutes.  

I always include in the minutes if the report or presentation was included in the meeting package or handed 
out at the meeting. This helps me determine what needs to be in the summary. I don’t have to repeat what was 
included in the meeting package if they are just repeating what they already wrote in the package. Anyone 
reading the minutes can refer back to the meeting package to get the full report. After the intro with the 
purpose, I would then put which theme they chose for the annual report and if there were any actions that came 
out of that.  

If the materials were handed out at the meeting, I would write in the minutes that the report was handed out at 
the meeting and is attached to these minutes and then continue as noted above.
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If the group is discussing an item to determine next steps then I usually put the comments in bullet form, such as:

4. Planning Project Next Steps

A verbal update was provided on the next steps for the planning project. The Committee was not 
completely satisfied with the proposed plan as presented. There was a roundtable discussion with the 
following changes to be made:

�  x

�  x 

The Director of Operations is to draft a revised plan based on the feedback from the Committee and 
present it to the Board of Directors for approval at the September meeting.

By knowing what is coming up, I can listen for what the final decision is, and not all the chatter leading up to the 
decision. There are times in a meeting when the group discusses an item for quite some time, but there is really 
nothing in the discussion that needs to be in the minutes. It is the final outcome that matters. In the case below 
they carefully went through the Conflict of Interest Policy line by line. The discussion lasted about 15-20 minutes.  
I would write it as follows:

5. Conflict of Interest Policy

There was a fulsome discussion on all points in the Conflict of Interest Policy. A copy of the Policy was 
included in the meeting package. A question was raised as to whether there were any procedures in place 
to disclose conflicts of interest to ensure Directors are taking the proper steps. It was agreed that a list be 
compiled for annual review for the purpose of declaring any conflicts. 

Motion: 
To approve the Conflict of interest Policy, as presented. 
Moved: R. Brown 
Seconded:  S. Read 
CARRIED

To anyone reading these minutes they will see that the group was engaged and came up with a reasonable 
decision based on a lot of discussion. They don’t necessarily need to know all the details about the discussion.  
Sometimes a simple ‘Discussion ensued’ or ‘Discussion followed the presentation’ is enough.

If there is a relevant question leading up to a decision or action, I include that as well for context, but do not 
name the questioner. In the above example, because of the question, there was an action that came out of it and 
without knowing what the question was, you wouldn’t understand the action.

If a report is given at a meeting and is attached to the minutes, it might only require a few short sentences. For 
example:

6. Financial Reports as of June 2018 – R. Carswell

R. Carswell attended the meeting and provided a detailed overview of the June 2018 Financial Reports. 
The Financial Reports were included in the meeting package.  Discussion and questions followed the 
report.  R. Carswell was thanked for his report and departed the meeting.
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R. Carswell’s report could have taken 10 minutes, but nothing specific was highlighted and he just reviewed what 
was in the package. If he did highlight some things in the report, I would word it as follows:

6. Financial Reports as of June 2018 – R. Carswell

R. Carswell attended the meeting and provided a detailed overview of the June 2018 Financial Reports. 
The Financial Reports were included in the meeting package.  The following highlights were noted:

–   The balance sheet is stable.

–   Net interest income is very strong.

–   Capital is strong to support operations.

There was discussion following the report. R. Carswell was thanked for his report and departed the meeting.

I try to keep personal words such as we, us, they and them out of the minutes. Sometimes it is unavoidable, but for 
the most part I will re-word the sentence when I am drafting the minutes to make it less personal. For example:

The Directors recommended we use the current process until a new Production Manager is hired.  

Suggested wording:

The Directors recommended continuing with the current process until a new Production Manager is hired. 

They are to make the changes and report back at the next meeting.  

Suggested wording:

Changes are to be made by the Directors and presented at the next meeting.

You shouldn’t worry too much about the wording while you are taking the minutes during the meeting. It is 
after the meeting when you have made a first draft that you should go back and re-word some of the sentences.  
Although at times when there is a lot of chatter going on in the meeting that is not relevant to the minutes, I 
sometimes go back and start re-wording some of the sentences, while keeping a close ear on the conversation.  
Sometimes after a meeting the minutes are almost complete. This comes with experience, but I wouldn’t 
recommend trying this if you are just starting out.

Minutes cannot be put in a neat little box. The Chair or meeting group will have preferences that will need to be 
incorporated into the minutes as well. I like to keep my minutes short, but some organizations want a little more 
in the minutes; I adjust when that is required.  

Recently, I have been taking minutes for a company, which is regulated. They have certain requirements and one 
of them is the regulator likes to see an active board asking questions and answers being provided throughout the 
meeting. They needed to see a little more than ‘Discussion and questions ensued’ in the minutes. In that case, I 
would put more detail as follows:

There was a question whether the actions taken on the best practice recommendations were documented 
or tracked. After discussion, it was agreed to add a separate section on the best practice suggestions in 
order to track what was done. 

It will let anyone reading the minutes know that a specific question was raised, there was discussion about it and 
they came up with a solution. Each group will have difference preferences or needs, and we need to adjust.
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For the most part, I don’t put names in the minutes except as follows:

• the person who is moving or seconding a motion
• the person required to complete an action
• if a particular person is leading the discussion or providing a report, I put their name beside the agenda 

item. For example: 6. Conflict of Interest Policy – P. Robb

Some people like to be seen as active in the minutes. I once worked for a CEO who was new to the role and 
wanted to see her name in print. I think as someone new to the role, she wanted to be seen as contributing to 
the meeting, which was understandable, although not necessary in the minutes, but you have to be flexible and 
adjust according to the needs of the group. I do use my influence as the minute taker with the language I use and 
try to steer them in the direction I’d like to see the minutes completed, but I have to take into consideration the 
needs of the group as well. It is a balance between what you know and what they need and hopefully you come 
out with something you can both live with.  

Now back to that recipe I always want. If I did have a recipe on how to record minutes, it would look something 
like this:

1. What is the purpose of the agenda item?

- The purpose of this item was to keep the Board informed about…
- This item was for the information of the Committee.
- An overview of the Strategic Plan was provided for discussion and feedback ...
- A verbal update was provided on the status of the…

2. Were any materials handed out at the meeting, sent ahead of time or included 
in the meeting package?

- The report was included in the meeting package.
- The report was sent to the Committee members by email prior to the meeting and is attached to these 

minutes.
- The report was handed out at the meeting and is attached to these minutes.

3. Was there discussion and questions?

- Discussion ensued.
- A report was provided and a discussion followed about the…
- There was a robust discussion about the…
- Following the presentation there was discussion and questions.
- There was a fulsome discussion with questions and answers throughout.

4. What was the decision or action taken?

- After discussion, the Committee agreed that more information was needed before this item could pro-
ceed.   
A meeting is to be convened in the next few weeks for that purpose.

- Given the scope of the project, it was agreed to…
- Following discussion, it was agreed to…
- The following actions are to be taken:

o x
o x
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Handy phrases

–   The Director provided the participants with a proposed invitation list (rather than ‘gave’)

–   The Chair raised the issue (rather than ‘brought up’ the issue)

–   The Chair introduced the topic

–   A presentation was made by/There was a presentation on

–    Following the presentation there was discussion and questions/There was discussion and questions 
following the presentation

–    Discussion ensued/Discussion and questions ensued/There was discussion/Discussion occurred

–    There was discussion and the following points were made:/The following points were discussed: (then 
list in bullet form)

–    There was agreement on/The members agreed/It was determined

–    The document was *tabled to the next meeting

–    The Chair indicated/The Chair noted/It was noted

–    The policy was approved subject to the following changes

–    Members were encouraged to

–    This item was deferred to the next meeting

–    This item was not discussed (when an agenda item is skipped over)

–    There was nothing to report under this item.

–    The document was *tabled for review and discussion 

–    The Treasurer provided a summary of the financial statements and it is attached to these minutes (If it 
was handed out at the meeting)

–    The Director of Human Resources reported on the new hiring practices of the firm

–    The Chair reviewed the briefing note with the Committee and discussion ensued

–    There being no further business, the meeting was adjourned at [insert time]/The meeting was 
adjourned at [insert time]

*The word ‘Tabled’ has two meanings. It can mean tabled to be discussed at another meeting (United 
States), or can mean it is tabled for discussion at this meeting (UK and Commonwealth countries).
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What to record in the final minutes
A sentence (or two) summarizing the subject discussed, indicate the decision made and actions to be taken, and 
write it in such a way that any reasonable person could read and understand what happened at the meeting and 
be fully informed.  

What NOT to record in the final minutes
–    If someone is corrected in a meeting they should not be singled out or the incident recorded in the 

minutes

–    Heated debate, tangents or angry outbursts. “Discussion ensued” or “There was discussion” is 
appropriate to describe this

–    He said/she said back and forth discussions. The meeting is a group meeting and the decisions are 
made as a group

When to speak up
The minute taker should speak up and bring a matter to the attention of the Chair if: 

–    items are skipped over on the agenda or not dealt with. You are helping the Chair as they may have 
missed it, and it is appropriate to bring it to their attention.

–     the meeting is not a legal meeting (i.e. if quorum is lost (the required number of people are not at the 
meeting) or the Chair is absent) (You should be aware of your meeting rules)

–     a motion is not made properly or you missed some of the wording or you are not clear whether it was 
carried/approved

–    an action or agreed to item is not clear/the outcome of the back and forth conversation is not clear

–    it is a teleconference and the speaker did not identify themselves or you did not hear what was said

When NOT to speak up
Do not speak up and interrupt the meeting if you can ask someone later and the question is not important to the 
governance of the meeting. For something that can wait, you can write a note to yourself in your meeting notes 
to ask the meeting participant what they meant.
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Review Exercises

Scenario 1:
Meeting: Nominations and Governance Committee, Board of Directors

Background: The Board of Directors for this organization is made up of nine regular members and six government-
appointed members. It is the role of the Nominations and Governance Committee to recommend member 
appointments to the Board of Directors.

Agenda item:

Update on Board Vacancies – L. Brown, Chair

The Chair said there was one vacant government-appointed position, but the appointment is on hold until after 
the election. In the meantime, she asked if any of the Directors had a candidate in mind that they wanted to 
recommend, they should forward the names to her. 

She said there are no regular member vacancies or terms that are coming up for renewal.

How would you write this in the minutes?
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Scenario 2:
Meeting: Senior Management Team 

Background: Part of the responsibility of the Senior Management Team includes making sure their staff are happy 
in their jobs. They want to keep good people and attract new people to their organization. Once every two years 
this particular organization conducted an Employee Engagement Survey to get an idea how the staff were faring.

Agenda item:

Employee Engagement Survey – S. Riley, HR Director

A document with the survey results was handed out at the meeting. The HR Director said there was 75% 
participation by staff in the survey. She said that there were no major concerns highlighted, but there were a few 
areas that needed addressing. The Senior Leadership Team members were pleased with the results.

The HR Director is to draft an email to send to staff to thank them for taking part in the survey and to let 
them know there will be a staff meeting the following week to go over the results. Any concerns raised will be 
addressed at this time.  

How would you write this in the minutes?
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Scenario 3:
Meeting: Senior Management Team 

Background: The CEO leads the Senior Management Team and reports to the Board of Directors. In this 
organization the Board of Directors is required by government legislation to prepare an annual report that will be 
tabled in the legislature. It is the Senior Management Team’s role to prepare the annual report for presentation 
to the Board of Directors. The Board of Directors then has to approve it before it can be submitted to the 
government.

Agenda item:

Annual Report – R. Sutter, Director of Operations

A presentation was made. There was a copy of the presentation in the meeting package as well as being 
presented on screen. A decision needs to be made on which theme to go with for the annual report. Three 
choices were provided:

• 1) Addiction Matters

• 2) Collective Action; Collective Change

• 3) Clarity of Action

The suggested recommendation was No. 3, because it better reflects the mandate to provide clarity on what 
needs to be done about substance abuse problems in the country. This recommendation was approved by the 
group. This will be presented to the Board of Directors for approval at their next meeting.

How would you write this in the minutes?
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Scenario 4:
Meeting: Holiday Party Planning Committee

Background: A Committee was formed to organize the annual Holiday party. They have a budget and 
approximately two months to organize the party.

Agenda item:

Holiday Party Planning Committee – October 15, 2018

The date and location for the Holiday party was decided on: December 5 at 6 p.m. at the Commerce City Hotel at 
120 Bank Street, but the Committee needs to decide on the details. Some people were hoping for a buffet style 
meal, while others wanted a sit-down dinner. This caused a bit of debate, but they finally settled on a sit-down 
dinner.  

They then discussed whether alcohol would be served. After lots of discussion, they finally decided to only serve 
wine with the meal. The hotel has a bar and if employees want to consume hard liquor they will need to buy it 
themselves. The Committee was concerned about drinking and driving and wanted to make sure everyone got 
home safely. They decided that part of the budget would be used to reimburse staff members who wish to take 
taxis, ubers, or public transit so that they can get home safely from the party.

The next meeting will be on October 29 at 3 in Boardroom 5. They decided to meet every two weeks thereafter 
for status and updates until December 3 just before the party. Alison was asked to schedule those. Peter said he 
would let the hotel know it was confirmed and have the CEO sign the agreement.

How would you write this in the minutes?
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Suggested wording:

Scenario 1:
Update on Board Vacancies – L. Brown, Chair

A verbal update was provided on the current Board vacancies. One government-appointed position is available 
on the Board, but the appointment is on hold until after the election. Directors were asked to contact the Chair 
with any prospective candidates.  

There are currently no regular member vacancies or terms that are coming up for renewal.

Scenario 2:
Employee Engagement Survey – S. Riley, HR Director

The Employee Engagement Survey results were handed out at the meeting for review and discussion. A copy is 
attached to these minutes. It was reported that there was 75% participation by staff. Although no major concerns 
were raised, a few areas need addressing. The HR Director is to draft an email to staff thanking them for taking 
part in the survey and to let them know there will be a staff meeting the following week to go over the results 
and to address any concerns raised.  

Scenario 3:
Annual Report – R. Sutter, Director of Operations

The purpose of this item was to decide on a theme for the next annual report. A presentation was made and is 
attached to these minutes. After discussion it was decided that the theme for the annual report will be ‘Clarity 
of Action’. This was chosen because it better reflects the mandate of the organization to provide clarity on what 
needs to be done about substance abuse problems in the country. This will be presented for approval at the next 
Board of Directors’ meeting.

Scenario 4:
Holiday Party Planning Committee – October 15, 2018

The annual Holiday party will be held on December 5 at 6 p.m. at the Commerce City Hotel, 120 Bank Street. The 
details are:

–   Sit-down dinner
–   Cash bar with wine served with the meal
–   Reimbursement for taxis/ubers/public transit will be available for staff

Next meeting: October 29, 2018 at 3 p.m. in Boardroom 5 for status and updates.

Action: Alison to send meeting invites for the October 29 meeting and schedule meetings every two weeks after 
that until December 3, 2018.

Action: Peter to make arrangements for the CEO to sign the hotel agreement and to confirm details with the 
hotel.
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15 Tips for Minute Takers 

1. Use complete sentences. 

2. First draft of your notes within 2 hours. Review, edit and present Chair with final draft within 24 hours. 
(The second time read with a critical eye for content (does it make sense), grammar, spelling, punctuation 
and formatting.)

3. Schedule time in your calendar to transcribe the minutes.

4. Names of people, organizations and places referred to in minutes should be checked for accuracy.  
You should also be consistent in how you refer to the meeting participants. For example, if you have 
their name written as P. Robb in the attendance record of the minutes, whenever you refer to them 
throughout the minutes, you should also use P. Robb.  

5. Acronyms should be spelled out on first use followed by the acronym in brackets (i.e. World Health 
Organization (WHO)) then the acronym can be used afterwards.

6. Read materials in meeting package so you are prepared ahead of time for what will be discussed at the 
meeting.

7. Create a minute template from the final agenda. 

8. Add automatic page numbers to the minutes. I find it embarrassing if the Chair is trying to direct the 
members to a certain section and there are no page numbers so has to count the pages to see what 
page it is on.

9. Add automatic numbering for each agenda item and sub-title. For example, 1. b) etc. This way if you 
have to insert or delete a row, the other numbers will update and always be correct.

10. Do not use contractions in minutes such as isn’t, don’t, shouldn’t etc. Spell the word out.

11. Do not use -th, -st, -nd and -rd (ordinal suffixes) on numbers in minutes, including dates.

12. Anything handed out at the meeting and not distributed in the meeting package should be attached to 
the minutes. Reference should be made in the minutes that a copy is attached. (e.g. A draft policy was 
handed out at the meeting and is attached to these minutes)

13. If taking minutes electronically, mute sound on computer.

14. I always send the minutes to myself by email as a back up to ensure I don’t lose my work. Since I take 
the minutes on a laptop this is easy to do.

15. Turn the clicking sound off on your keyboard if you can. In a quiet room when everyone is listening to 
the Chair, the sound of the clicking can be very distracting.
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Templates

Sample Terms of Reference

Administrative Team Terms of Reference

The Administrative Team is committed to supporting the goals and objectives of the organization by providing 
professional administrative support while striving to exemplify [name of organization’s] values to team members 
and work colleagues.

Mandate: The Administrative Team is responsible for providing professional administrative support. To do so, 
it will:

–   work as a team to ensure the deliverables of the organization are met;

–   provide support to team members as required;

–    deliver high quality products; participate, make suggestions and provide education and sharing of 
expertise;

–    provide a forum for its members to seek advice on matters of significant impact to the organization as it 
pertains to the discharge of their respective duties.

Credo: Administrative Team members believe and commit to: being present, on time and prepared for meetings; 
to vigorously debate and challenge issues for consideration with a focus on finding solutions rather than problem 
identification; to trust and learn from one another; to embrace risk while acknowledging the reality of failure as a 
learning experience; to accept and discharge their obligations as members in a fair, transparent and professional 
manner.  

Membership: The Administrative Team shall be composed of the following:

–   Senior Executive Assistant to the CEO (Chair)

–   Rotating Administrative Team members (Recorder)

–   Executive Assistant to the D/CEO (Alternate Chair )

–   Facilities Administrative Assistant

–   Administrative Assistant, Communications and Corporate Services (Vacant)

–   Administrative Assistant, Research and Knowledge Exchange

–   Administrative Assistant, Partnerships and Priorities

Quorum: Quorum shall be the Sr. EA to the CEO (or Alternate Chair) and at least three other members of the AT

Meetings: The Administrative Team will meet face to face on a monthly basis or at the call of the Chair. Divisional 
Updates will be sent to the team on a bi-weekly basis by email providing awareness, areas where we might need 
assistance and accomplishments/successes.
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Invitation of Staff: The Administrative Team may choose to invite staff to any meeting for the explicit purpose of 
seeking their participation.

Accountability and reporting: All decisions will be recorded in the minutes and it is the responsibility of the 
appropriate Administrative Team member to undertake as decided. It is also the responsibility of individual 
Administrative Team members to follow up on any and all outstanding items they are responsible for. The 
Recorder is responsible for providing the Minutes to the Chair for review within two business days. Once 
approved by the Chair, the Recorder will send the Draft Minutes to the Administrative Team. Relevant information 
from the Minutes will be communicated by the respective Administrative Team member to their Divisional team.

Confidentiality: All confidential matters discussed at the Administrative Team are to remain confidential unless 
communicated as a decision of the Administrative Team. In-camera discussion may be requested and where 
appropriate, decisions made at that time are to be recorded in the Minutes.
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Agenda

[Company Logo] AGENDA
 Name of meeting
 Location
 Date and time

Present:
B. Brown, Chair
R. Robers, Vice Chair
P. Smith, Secretary
W. Dunn, Chief Executive Officer
R. Normandy

Regrets: 
R. Sutter

Guests:
P. Sullivan

Recording Secretary:
P. Robb

# Item Name Person Responsible

1. Call to Order
Reminder to talk about: 
   -  New wing of hospital
   -  Electronic CVs
   -  Patient wait times

Chair

2. Minutes From the Previous Meeting All

3. ABC Matter materials received from Sally S. Brown

4. Strategic Plan waiting for final version from Roger R. Sutter

5. Conflict of Interest Policy asking Susan for revised policy P. Riley

6. Adjournment Chair

I like to include the expected attendance on the agenda. This is based on everyone who let me know they were 
attending or couldn’t make it. Often meeting participants forget to tell me whether they are going to be at the 
meeting, but when I send it this way, I hear back right away. I have been using this method for years and have 
never had a complaint from any members. They have told me they like to see who else is going to be at the 
meeting.

I also find it useful to have the attendance listed on the agenda so I can use the agenda for taking attendance at 
the meeting by just ticking off each name as the person arrives.  

If you prefer not to have this section, it can be easily deleted and would be the more traditional agenda.
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Minutes

[Company Logo] MINUTES
 Board of Directors’ meeting
 St. George’s Bank
 2100 1st Street, New York, NY
 July 31, 2018, at 9 a.m.

Present:
B. Brown, Chair
R. Robers, Vice Chair
P. Smith, Secretary
W. Dunn, Chief Executive Officer
R. Normandy

Regrets: 
R. Sutter

Guests:
P. Sullivan

Recording Secretary:
P. Robb

# Item Name Action Required

1. Call to Order

The meeting was called to order [insert time]. Quorum was 
established.

2. Minutes From the Previous Meeting

The previous minutes of June 28, 2018, were approved,  
as presented.
Moved:
Seconded:
CARRIED

3. Planning Project – P. Sullivan

P. Sullivan was invited to the meeting to provide an update 
on the planning project.
Following the report, P. Sullivan departed the meeting.

4. Annual Report – W. Dunn

The purposed of this item was to decide on a theme for the 
next annual report. The presentation was included in the 
meeting package.

6. Adjournment

There being no further business, the meeting was adjourned 
at [insert time]. 

B. Brown, Chairperson P. Smith, Secretary
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The minutes are created from the agenda. This way you know you won’t forget anything from the agenda, 
since you are using the agenda to create it. Some lines need to be added for text and the column for ‘Person 
Responsible’ needs to be changed to ‘Action Required’ and you now have a minute template. Notice how I’ve pre-
populated the minute template ahead of time.  

I find using a table for the minutes makes it easier because you don’t have to worry about formatting and can go 
from one item to the next very quickly. This becomes especially important when they change the order each item 
is dealt with. The minutes should, however, be recorded in the same order as the approved agenda, no matter 
when each item was discussed. For example: The group decided to skip item 3 on the Planning Project until the 
end of the agenda because P. Sullivan was running late. The minutes should still be recorded in the same order as 
the agenda so when P. Sullivan arrives, it would be recorded under item 3 in its original order.   

If the agenda was amended at the beginning of the meeting and then approved as amended, the new agenda 
now becomes the approved agenda so the minute template should be put in the new order. I don’t do this when 
I’m in the meeting, but make a note it is now to go after item 3 and do it when I’m drafting the minutes.
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Look-Forward Agenda
Anything that is required to be approved or dealt with at the meeting should be put on the Look-Forward agenda 
with the appropriate date it needs to be done. 

Items Q1 Q2 Q3 Q4

Financial Matters

• Review and approve annual budget x
Strategic/Business Planning & Budget

•  Review and approve annual strategic 
and business plan x

Audit Requirements

•  Approve appointment of auditors and 
their fees

•  Approve audited financial statements 
and report

x
x

•  Receive and approve reports of Chairs 
of Committees

x x x x

•  Participation in Chair and CEO Review 
Process

x
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Action Registry

Action # Action Person Responsible Due Date Completed

Items from June 2 meeting

1. To distribute document on 
drinking and driving to the 
Divisional teams

J. Quinn June 15, 2018

2. To review options regarding 
release of alcohol tax paper 
and provide teams with views

C. Albert June 10, 2018

Items from June 16 meeting

3. To contact new Minister of 
Intergovernmental Affairs 
regarding the northern crisis

J. Lavictoire June 22, 2018 COMPLETED

Items from June 30 meeting

4. To check availability of 
Mr. Brown to speak at the 
February 12, 2018, Board 
dinner

R. Brown August 2018

Once the action is completed, I leave it on for the next meeting so they see it is done, but then I delete it. The 
action registry is not a collection of actions, but is a current list of outstanding actions.


