
How to take minutes
1. Come prepared:

Notepad/paper and pens – don't rely on one pen or pencil!
Voice Recorder

2. Switch on the recorder and write down who is present at the meeting (it may change during the 
meeting).

3. Record who has apologised for non-attendance.

4. Write down the jist of what is said – we do not need a transcript of the recording.  Do not try and 
do the final minutes during the meeting, you will almost always miss something important.

4. Interject when the meeting reaches the end of a topic with “What should I minute we have agreed
to do?”

5. Use a note-taking layout that you are happy with.  Write clearly – it saves a lot of time.  Using 
initials saves time. Using abbreviations save time e.g. “Rtn”.  If you are using loose sheets of paper, 
put the date and the page number on each page.

6. After the meeting is over collect and staple your notes, and word-process the minutes whilst 
events are still easy to recall.  It is a mistake to leave things for a week or so.  Record the date time 
and place of the meeting, and number the pages.  Listen to the recording to make sure you have all 
the points in the minutes.

7. Use a layout that you are happy with.  Numbering the individual minutes helps people find what 
it is they agreed to do, rather than having to say, “In paragraph 5 on page 3 ...”.  Some people use 
tables (left column with the minute number, middle column with the text, right column with the 
actions).  Some people use formats and styles so that the numbers move forward automatically, and 
the format dictates whether this is a sub para, or a sub-sub para. 

8. Check the minutes through before you send them to the Chairman of the meeting for approval.  
You are looking for missed or duplicate minute numbering, spelling mistakes, getting names right, 
and getting the full points down in as few words as possible.

9. Circulate the minutes to the attenders, the apologisers, and the others.  Aim to do this within 7 
days of the meeting, so that those with action points have a chance of doing things in time before 
the next meeting.

10.  Often you can make a good Agenda for the next meeting by going through the Action Points 
and listing them under Matters Arising on the next Agenda.
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