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Agenda

◦ Introductions

◦ Purpose of meeting minutes

◦ Before & after the meeting

◦ How detailed should I be?

◦ Formats & suggestions

◦ Questions



INTRODUCTIONS

I. What is your name and service position

II. Any specific topics you want to discuss today?



PURPOSE OF MEETING 
MINUTES



Meeting Minutes are Vital
The Secretary is a crucial position to the meeting

Send them out timely

 Reference point for those who could not attend

 Helps the meeting leader remember key items

 Capture action items to action between meetings

 Help to create agenda for next meeting

 Capture motions and discussion topics

 Archival purposes



BEFORE & AFTER 
THE MEETING



Meet with the chair/DCM/ or meeting leader to discuss the flow 
of the meeting

Send out meeting agenda in advance

Send out request for reports in advance  - consider providing a 
provide a format template

Outline your meeting minutes in advance using the agenda –
insert any reports received in advance

Prepare in Advance



Let the attendees know when they can expect the minutes 

Share drafted minute with meeting facilitator for feedback –
another set of eyes is always best!

Highlight or note key items that will be on the agenda for next 
meeting

After the Meeting



How detailed should the 
minutes be?

Question: 



Minutes are not a transcription of the meeting  

Capture key points, old business/new business, discussion 
topics, motions, action items for future reference.  
- Ask self in three years what would I want to know?  

Put names or not to put names?   Up to you and the meeting 
leader
- First names can be helpful if there are follow-up questions -
In future years you know who to speak with on the topic



FORMATS 
&

SUGGESTIONS



Agenda should 

easy to read & 

outline flow of 

meeting



Agenda should easy to read & outline flow of meeting



No Secretary?

• Create a simple template, print (or save to 
email) and keep with your meeting items

• Ask for a volunteer each business meeting to 
take minutes using the template and return it 
to the GSR

• This allows for motion, action items and other 
discussion to be captured for historical 
purposes



Meeting Minute Best Practices
• Utilize the outline of your prepared meeting minutes to take notes real-time 

during the meeting
• Helps streamline finalizing the minutes

• If someone didn’t turn in a report in advance you can request a copy after 
• If you don’t get a written report keep it simple, bullet point summary is fine

• Be thorough and to the point

• Re-read out loud to catch grammar or sentence structure errors

• Do not use last names on the document as distributed more broadly

• Ask for help if needed!  

*If a presentation is provided by a presenter request a copy and retain for your archives



QUESTIONS?

Open Discussion


