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WHAT IS MINUTES?

Involves the capture/record of information, 
comments, discussions and decisions 
agreed upon, stating accepted actions and 
follow-up activities necessary to meet the 
objectives of a meeting.



PURPOSE

A reflection of recorded decisions, discussions 
and conclusions reached at  meetings.  

Records of minutes serve as reminder of 
relevant points discussed and made available 
for further action.

Appropriate retrieval when necessary.



AGENDA 

It is an underlying plan that 
will keep the meeting to time 
and make it more productive.
Below are examples of 
agenda:







REASONS FOR HAVING AGENDA
Enable participant prepare for the meeting. 

Ensure everything important is dealt with.

Guide through subjects in a logical order.

Remind Chairperson of what to discuss and 
make chairing easier.

Give structure to minutes.





TAKING NOTES

The ability to recognize what should 
be noted and sifting out the irrelevant 
information is very important.

This is a skill officers must develop. 



TAKING NOTES (cont.)
Minutes takers should:

Record the message not the words.

Use bullet points, not sentences.

Maintain concentration and focus.

Not be writing down everything which is said.

Be concern with topics discussed and points raised.

Recognize what someone is talking about and identify the
message.





STRUCTURING THE NOTES
Within an agenda item, discussion are likely to jump 
around as individuals re-introduce their personal 
concerns/views.

Making sense of a discussion of many different aspects is 
a significant problem.

Ignore order of discussions.

Structure minutes according to the order of the content.

To save time and improve the quality of minutes, 
structure the notes before typing them up.









USING THE STRUCTURE
To use a structure like the one outlined above, note your subject in 
the centre of the space.

Take each point you have noted and decide whether it is relevant.

If it is, look to see whether it relates to a point that you already 
have.

If it does, link the two.

If it does not, start a new ‘area’. 

This process is illustrated in the figure below.





WRITING UP THE MINUTES
Type the minutes from the structure, referring to your notes when 
you need more detail.

Write up the minutes quickly within a day.

If minutes are to perform the function of reminding participants of 
their actions, they must be circulated within a week.

Do not put off the task, else it becomes more difficult.

Your memory of the meeting will fade.

Minutes will therefore take longer to writes and are likely to be less 
accurate.



MINUTES OF REDWOOD COMMITTEE HELD ON 25TH NOVEMBER, 2017               

AT THE MINISTRY’S CONFERENCE ROOM 
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ATTENDANCE: 
 
APOLOGY: 
 
ABSENT: 
 
OPENING: 
 
WELCOME ADDRESS/INTRODUCTION: 
 
READING AND CONFIRMATION OF MINUTES OF PREVIOUS MEETING: 
 
MATTERS ARISING: 
 
DISCUSSION OF THE DAY: 
 
ANY OTHER BUSINESS: 
 
DATE OF NEXT MEETING: 
 
CLOSE OF MEETING: 
 
 
 
RECORDED BY:                                                           CHAIRMAN 
 
 

 
 
 
 
 
 
 
 
 
  CHAIRMAN 

 

 

 

 

 

 

 



THANK YOU!


