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Meeting Minute Template for 2023
Taking minutes is part of the duties of most administrative professionals. Whether you 
are attending a business meeting, a project meeting, or an informal weekly meeting, 
taking minutes is one way of keeping a record of the meeting. It ensures every 
participant is on the same page about what transpired during the meeting, ranging 
from discussions, suggestions, and important decisions. Usually, a note taker, be it  
a secretary, HR, or team member, sends the minutes after the meeting to all relevant 
parties. 

If you are new to taking minutes or want to know how to do it effectively, this article 
provides an effective meeting minute template to use in 2023 for the best results. 

The Importance of Meeting Minutes
Taking minutes reduces confusion about what was discussed and agreed on during the 
meeting, allows participants to use the notes for future reference, and prevents conflicts. 
Those who missed the meeting can also stay updated, while crucial decision-makers can use 
them to explain their business decisions. You promote clear communication, transparency, and 
data access by taking accurate and straightforward minutes that cover all relevant information.

Elements to Include When Taking Minutes
Well-written minutes should be concise, straightforward, and accurate, with all the relevant 
information. While the format might be different depending on the type of meeting, there are 
specific elements that should be present in your meeting minutes.

You don’t have to note everything that happens during the meeting. However, below are the 
necessary details to include when taking minutes of your 2023 meeting.

Basic Meeting Details. Information about the meeting should sit at the top of your minutes’ 
documents. These include the meeting title, date, time, and location. The details make 
organization easy; anyone using the minutes will identify it at a glance.

Attendees: Here, include all the members who attend the meeting. Doing so helps identify key 
players as the meeting progresses, such as which member contributed to a specific topic or 
engaged in a specific project.

Purpose of the Meeting: The meeting purpose summarizes the objective of the meeting. 
While various agendas and discussion points might arise, the meeting should have one main 
goal. Including the purpose is necessary for clarity and direction.

Agenda: The agendas of the meeting are the different topics of discussion to be discussed 
during the meeting. It is advisable to note these items down before the meeting starts. As part 
of the agenda, including the discussion about the topic, what the conclusion was, and the final 
decision taken.
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Action Items: List any action items or assignments given to attendees. Put down any critical 
decisions and action items as they occur for accuracy.

Next Meeting: Once you conclude the meeting, write down the date and place for the next 
meeting. Doing so allows participants to plan their time and complete any assigned tasks 
within the stipulated timeframe.

Additional Documents. The last inclusion to your meeting minutes is any supplementary 
documents used or referred to during the meeting which may come in handy for the team 
members. These may include KPIs and issues logs.

Adjournment. Note down the time the meeting ended.

Use simple formal language and a format that is easy to follow for easy comprehension.  
Your tone should also be neutral.
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Title: Business Meeting Minutes for (insert the subject of the meeting or discussion)

Date and Time: 

Location: 

Attendance: List all the present participants 

Note taker: (The name of the person taking the minutes and their position)

Meeting Purpose: The main reason for the meeting

Agenda 1: 

Agenda 2:

Agenda 3:

Key items discussed:

Talking point #1

Talking point #2

Talking point #3

Decisions: 

Decision 1

Decision 2

Action items:

________________________ (assigned to _______________)

________________________ (assigned to _______________)

Next steps: 

Adjournment: 

You can customize the above template to fit your specific needs. However, ensure you include 
all the relevant details for accuracy and clarity. Alternatively, you can use available meeting 
minutes templates from tools such as Vertex42, Microsoft Word, and Microsoft OneNote to 
make your work much more manageable!

Example of a Business Meeting Minute for 2023
Here is an example to give you an idea of what a business meeting minutes should look like.
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