
How To Write Meeting Minutes 1

How To Write
Meeting Minutes

How To
Write
Meeting
Minutes

Downloaded from
www.remodelicious.com

by Brock & Pierre

INTRODUCTION:
THE ART OF
CAPTURING
CONVERSATIONS

In the fast-paced world
of  business,  meetings
a re  the  eng ine  o f
collaboration.  Yet,  a
meeting  without  a
record  is  little  more
than  a  fleeting
conversation.  This  is
where  the  sk i l l  o f
capturing  a  meeting's
essence  comes  into
p l a y .  M a n y
professionals  find
themselves  asking
h o w  t o  w r i t e
meeting  minutes
effectively,  not  just  as

a  bureaucratic  chore,
but as a strategic tool
f o r  p r o j e c t
management  and
a c c o u n t a b i l i t y .
Whether you are a new
a d m i n i s t r a t i v e
assistant,  a  project
l e a d ,  o r  a  t e a m
member  tasked  with
note-taking,  mastering
this skill can transform
chaos into clarity. This
guide will  provide you
with a comprehensive,
step-by-step  approach
to  creating  meeting
m i n u t e s  t h a t  a r e
accurate,  actionable,
and  valuable  to  al l
stakeholders.

WHAT ARE
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MEETING
MINUTES?

Meeting  minutes  are
an  official  written
r e c o r d  o f  w h a t
transpired  during  a
meeting.  Contrary  to
what  the  name might
suggest, they are not a
m i n u t e - b y - m i n u t e
transcript  of  every
word  spoken.  Instead,
they  are  a  concise
s u m m a r y  o f  k e y
discussions,  decisions
made,  action  items
assigned,  and  future
p l a n s .  T h e  t e r m
"minutes" derives from
t h e  L a t i n  p h r a s e
minuta  scr iptura ,
meaning "small notes"
o r  " r ough  d ra f t . "
Today, they serve as a
formal  documentation
of a group's work and
are  of ten  used  for
legal,  historical,  and
operational  purposes.

WHY ARE MEETING
MINUTES
IMPORTANT?

Understanding  the
va lue  o f  mee t i ng
minutes  is  essential
before  diving  into  the
mechanics  of  how to
w r i t e  m e e t i n g
m i n u t e s .  T h e i r
importance extends far
beyond simple record-
keeping.

Accountability:
They clearly
assign tasks and
deadlines to
specific
individuals,
making it difficult
for
responsibilities to
be forgotten or
ignored.
Clarity and
Alignment:
They reduce
ambiguity by
documenting
exactly what was
decided,
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ensuring that
absent members
and stakeholders
remain on the
same page.
Legal
Protection: In
regulated
industries or for
board meetings,
accurate minutes
serve as a legal
record of
decisions and
compliance.
Historical
Reference:
They create a
searchable
archive of a
project's or
organization's
history, helping
new team
members catch
up quickly.
Tracking
Progress: They
allow teams to
track decisions
over time and
measure

progress against
established goals
and objectives.

KEY ELEMENTS OF
EFFECTIVE
MEETING MINUTES

Before you put pen to
paper  or  fingers  to
keyboard,  it  is  crucial
to understand the core
components that every
set of effective minutes
shou ld  inc lude .  A
consistent  format
ensures  that  readers
can  quickly  find  the
information  they  need.

Essential
Compone
nts

Basic Meeting1.
Information:
This includes the
date, time,
location (physical
or virtual link),
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and the meeting
type (e.g.,
weekly stand-up,
board review).
Attendees and2.
Absentees: A
list of who was
present and who
was absent. For
formal meetings,
note if a quorum
was met.
Agenda Items:3.
A structured list
of topics
discussed, often
following the pre-
circulated
agenda.
Discussion4.
Summary: A
concise summary
of the key points
raised during
each agenda
item. Avoid
attributing every
comment; focus
on the essence
of the debate.
Decisions5.
Made: Explicitly

state any
motions, votes,
or consensus
reached. Use
clear language
like "The
committee
decided to..."
Action Items:6.
This is the most
critical part. Each
action item
should have a
clear owner and
a due date.
Format it as
"Action: [Owner]
will [Task] by
[Date]."
Next Meeting7.
Details: The
date, time, and
location of the
next meeting, if
scheduled.

HOW TO WRITE
MEETING
MINUTES: A STEP-
BY-STEP GUIDE

Now we arrive  at  the
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core of  the topic.  The
process  of  how  to
w r i t e  m e e t i n g
m i n u t e s  c a n  b e
broken down into three
d i s t i n c t  p h a s e s :
preparation, execution,
and distribution.

Phase 1:
Before
the
Meeting
(Preparati
on)
The best minute-takers
d o  t h e i r  m o s t
important  work  before
the  meet ing  even
begins.  Preparation  is
the  foundat ion  o f
a c c u r a c y  a n d
efficiency.

Review the

Agenda:
Understand the
objectives and
topics to be
covered. This
gives you a
template to work
from.
Choose Your
Tool: Decide
whether you will
use a physical
notebook, a word
processor (like
Microsoft Word
or Google Docs),
or a dedicated
meeting minutes
app (like
Evernote,
OneNote, or
specialized
software).
Create a
Template:
Develop a
consistent
template with all
the essential
components
listed above. This
saves time
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during the
meeting and
ensures you
don't miss
anything.
Gather
Materials: Have
your laptop,
charger, pen,
notebook, and
any relevant
documents
ready. If the
meeting is
virtual, ensure
your note-taking
app is already
open and your
internet
connection is
stable.
Set Up
Recording
(Optional): If
you plan to
record the
meeting for
accuracy, ask for
permission from
the group
beforehand.
Never record

without consent.

Phase 2:
During
the
Meeting
(Executio
n)
This is where the real
challenge  lies.  You
must  listen  actively,
synthesize information,
and type accurately, all
while the conversation
flows.

Listen for
Decisions:
Focus on
outcomes. Listen
for keywords like
"we agree," "we
decide," "the
motion passes,"
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or "the plan is."
These are your
gold.
Capture Action
Items
Immediately:
The moment
someone
volunteers for a
task or is
assigned one,
write it down.
Use the format:
"Action:
[Name] to
[Task] by
[Date]."
Use Shorthand
and
Abbreviations:
Develop your
own system of
abbreviations to
keep up with the
pace of
discussion. For
example, "Q" for
question, "A" for
answer, "dec."
for decision, "ac."
for action.
Don't Try to

Transcribe
Everything: You
are not a court
reporter.
Summarize
discussions in
your own words.
Focus on the
main point, the
supporting
argument, and
the conclusion.
Ask for
Clarification: If
you miss a key
point or don't
understand a
decision, it is
perfectly
acceptable to
politely interrupt
and ask for
clarification. It is
better to ask in
the moment than
to guess later.
Note the Start
and End Times:
Record the exact
time the meeting
starts and ends.
This is useful for
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tracking meeting
efficiency and for
billing purposes
in some
contexts.
Identify Guests
and
Presenters:
Note who made
specific
presentations or
gave specific
updates,
especially if they
are not regular
attendees.

Phase 3:
After the
Meeting
(Distributi
on and

Follow-
up)
The  meeting  is  over,
but  your  work  is  just
beginning.  The  final
phase of how to write
meeting  minutes
involves  polishing,
f o r m a t t i n g ,  a n d
d i s t r i b u t i n g  t h e
document.

Review and
Clean Up Notes
Immediately:
Do this while the
conversation is
still fresh in your
mind. Expand
your shorthand,
fill in any gaps,
and correct
spelling errors.
Format the
Document:
Transfer your
raw notes into
the structured
template. Use
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headings for
each agenda
item. Use bullet
points for
discussions and
bold text for
action items.
Write in the
Past Tense:
Minutes are a
record of what
happened. Use
passive or active
past tense, e.g.,
"The team
discussed the
budget," or "A
decision was
made to hire a
new developer."
Be Objective
and Neutral:
Avoid personal
opinions,
subjective
language, or
emotional
commentary.
Stick to the facts.
Instead of "John
argued
aggressively,"

write "John
raised concerns
about the
timeline."
Proofread for
Clarity and
Accuracy:
Check for typos,
grammatical
errors, and
logical
inconsistencies.
Ask a colleague
to review if the
meeting was
particularly
complex or
sensitive.
Distribute
Promptly: The
rule of thumb is
to circulate the
minutes within
24 hours of the
meeting. The
sooner you send
them, the more
relevant and
accurate they
will be for the
attendees.
Use a Clear
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Subject Line:
When emailing
the minutes, use
a subject line like
"Meeting
Minutes:
[Team/Project
Name] - [Date] -
Action Items
Enclosed." This
makes them
easy to find later.

BEST PRACTICES
FOR WRITING
MEETING MINUTES

Mastering the basics is
one thing; refining your
technique  is  another.
H e r e  a r e  s o m e
professional  tips  to
elevate  your  minutes
from  funct ional  to
exceptional.

Use a
Consistent
Format: Always
use the same
template. This
creates a
predictable

structure that
readers can
navigate
effortlessly.
Highlight
Action Items:
Use bold or a
specific color to
make action
items stand out.
Some minute-
takers create a
separate "Action
Items" table at
the top or
bottom of the
document.
Record Votes
and Motions:
For formal
meetings, record
the exact
wording of
motions, who
seconded them,
and the vote tally
(for, against,
abstentions).
Distribute a
Draft for
Approval: For
official board
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meetings or
steering
committees,
send a draft
version for
review. Once
approved, the
minutes become
the official
record.
Use Numbered
Paragraphs: In
formal minutes,
each paragraph
or point can be
numbered. This
makes
referencing
specific topics in
future meetings
much easier
(e.g., "As per
point 4.2 from
the last
meeting...").
Create a
Glossary: If your
organization uses
many acronyms
or technical
terms, include a
brief glossary

with your
minutes or within
the template.
Leverage
Technology:
Explore AI note-
taking assistants
like Otter.ai,
Fireflies.ai, or
Microsoft Copilot.
These tools can
transcribe
conversations,
identify action
items, and
summarize key
points, allowing
you to focus on
quality control
rather than
frantic typing.

COMMON
MISTAKES TO
AVOID WHEN
WRITING MEETING
MINUTES

Knowing what to avoid
is just as important as
knowing  what  to  do.
Here  are  the  most
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common  pitfalls  that
u n d e r m i n e  t h e
effectiveness  of
meeting  minutes.

Recording Too
Much Detail:
Minutes are a
summary, not a
transcript. Overly
detailed minutes
are hard to read
and difficult to
reference. Focus
on decisions, not
every comment.
Recording Too
Little Detail:
The opposite
extreme. Phrases
like "Discussed
project update"
are useless.
What was
decided? What is
the project
status? Who is
responsible?
Using Vague
Language:
Avoid words like
"soon," "next
month," or "a

few people." Be
specific: "by
March 15th," "by
the marketing
team," "a
majority of the
board."
Delaying
Distribution:
The longer you
wait to send the
minutes, the less
accurate they
become and the
less likely action
items will be
completed on
time.
Injecting
Personal
Opinion:
Minutes must be
objective. Avoid
phrases like "The
meeting was
productive"
(opinion) and
instead state
"The team
finalized the Q2
budget and
approved three
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new hires" (fact).
Forgetting to
Record
Decisions: The
most critical
error. A meeting
without recorded
decisions is
essentially a
social gathering.
Always explicitly
state what was
agreed upon.
Not Following
Up on Action
Items: The
minutes

themselves
should track the
status of
previous action
items. At the
beginning of
each meeting,
review the
previous minutes
and note
whether items
are complete, in
progress, or
overdue.

MEETING MINUTES
TEMPLATES AND
EXAMPLES


