Minutes of Meetings
What is the purpose of minutes? 
· To provide an accurate record of a group's meeting (especially decisions made). 
· Without a written record, people can forget what was decided at a meeting. 
· To inform people who were not at the meeting about what took place. 
· To remind people what they should do and by when
· To be a legal record of decisions  
Who writes the minutes? 
Usually one person at a meeting has the job of recording the minutes. The same person may do it each time, or the job may rotate between people. 
Example Minutes, Layout 1 (Tyzack)
This is one format that can be used. 

In the numbered section, each section represents one item of business. A numbered section could be as short as a sentence or as long as several paragraphs. It may include further numbered sub-sections within it.
Usually one of the first pieces of business is to review and either accept, or amend and then accept, the minutes of the last meeting.
Example Minutes, Layout 2 (Tyzack)





The Generic Structure of Minutes (Adapted from Tyzack)

Minutes include the following:

What

· What the meeting was about, the type of meeting and the organization the meeting is for.

· This information is usually in the heading. Examples:

· Minutes of the Meeting of the Finance Committee held on…

· MINUTES OF THE CHINATEC BOARD OF DIRECTORS MEETING

· BOARD OF DIRECTORS, CHINATEC – Minutes of Meeting held on…

When and Where

· when and where the meeting was held (time and place)

Who

· who attended the meeting (presiding [name of chair], present, absent)

What Happened

· what happened at the meeting (agenda and activities)

Examples:

· The Minutes of the meeting held on 21 January 2010 were agreed and signed.

· The Continuing Education Schemes of Study were discussed and the following observations were made:…

· A letter received by Alwyn Roberts from the Welsh Funding Council was noted.

· A video link meeting of UACE members was scheduled for the afternoon of 11 February, and a further meeting was provisionally scheduled for two weeks later.

· Staff members were recommended to submit as many orders as possible.

· The test results were examined and found to follow the specifications stated.

· It was agreed that samples should also be sent to two other state-level testing centres for further tests.

· Issues of packing, dilution, transportation and price of CAA were also raised at the meeting.
· After some discussions, it was decided that…

Language conventions about writing minutes   (Adapted from “How to”)
· You can write in the active voice. Example:

· “Jane expressed concern about customer service standards.”
(You are specifically identifying one person and what they said.)

· Or you can use the passive voice. Example:

· “Concern was expressed about customer service standards.”
(You are deliberately not saying who expressed the concern.)

· Passive voice is used more frequently. (Tyzack)

· Write minutes in the past tense. You are writing about discussions that have already happened. When you are typing up the minutes from your notes, you are recording a past event.
· Paul stated that staff need new uniforms.  (right)
· Paul states that staff need new uniforms.  (wrong)

Guidelines to Help in Writing Minutes (“Taking”)
· Prepare an outline based on the agenda ahead of time, and leave plenty of white space for notes. By having the topics already written down, you can jump right on to a new topic without pause. 

· Prepare a list of expected attendees and check off the names as people enter the room. Or, you can pass around an attendance sheet for everyone to sign as the meeting starts. 

· To be sure about who said what, make a map of the seating arrangement, and make sure to ask for introductions of unfamiliar people. 

· Don't try to record every single comment. Concentrate on getting the main idea of the discussion and taking enough notes to summarize it later. Think in terms of issues discussed, major points raised and decisions taken. 

· Use whatever recording method is comfortable for you, a notepad, a laptop computer, a tape recorder, a steno pad, or shorthand. It might be a good idea to make sound recordings of important meetings as a backup to your notes. 

· If you are an active participant in the meeting, be prepared! Study the issues to be discussed and have your questions ready ahead of time. If you have to concentrate on understanding the issues while you are making your notes, they won't make any sense to you later. 

· Don't wait too long to type up the minutes. Do it while your memory is fresh. Be sure to have the minutes approved by the chair or facilitator before distributing them to the attendees. 

· Concise and coherent minutes are the mark of a professional. The very process of recording minutes can give you a deeper understanding of the issues faced by your organization along with ability to focus on what's important. 
· To help you take notes during a meeting you might want to use a Minutes form like the example on the next page.
Tips (Joy)
Keep the minutes short and to the point. If you want to record every word said, you might consider a tape recording to supplement the minutes.

Where a member of the group is asked to perform a set task, record an "Action" point; this makes it easy to read through the minutes at the next meeting and "tick off" the action points.

Write the Minutes immediately after the meeting. The sooner they are done, the more accurate they are.
 Example of Minutes Form  (“Taking”)
	Name of Organization:
Purpose of Meeting:
Date/Time:
Chair:

	Topic
	Discussion
	Action
	Person
Responsible

	1.  

 
	 
	 
	 

	2.  

 
	 
	 
	 

	3.  

 
	 
	 
	 


Example of Minutes of a University staff meeting (adapted from Tyzack)
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MINUTES





Time & Place


of Meeting:


Purpose/Nature


of Meeting:


Presiding:


Present:


Absent:





Summary of Meeting:



































Adjournment:


Prepared by:








2. MATTERS ARISING


	1) Part-time Degrees


	There were at present no volunteers for the post of temporary Head of Department to meet re-


            structuring of the administration, required to absorb administration caused by funding changes.


	2) Mid Glamorgan Community Education Forum


	Gwen Awbery informed the meeting that there was a semi-formal committee of representatives from 


            all bodies providing Welsh for Adults classes in Mid Glamorgan.





3. DEANS COMMITTEE PAPER ON CREDITS AND MODULES


	The Continuing Education Schemes of Study were discussed. The following observations were made:


	Continuing Education Awards


	NOTED:


i) John Perkins pointed out that as the Diploma in English Literature was a 2, 3, or 4 year scheme, consideration should be given to amendment of the credit system to reflect this.


	RECOMMENDED:


ii) That in the second last line “Continuing Education Award” should be amended to read “Continuing Education Diploma”.





4. FUNDING NEWS


1) A letter received by Alwyn Roberts from the Welsh Funding Council was noted.


2) The criteria for assessment of bids were noted. Further details will be provided next meeting.





5. ANY OTHER BUSINESS


1) Library Funds


£40,000 is available to spend on books this year. Staff members were recommended to submit as many 


orders as possible.


2) Staff Changes


	Susan Walker has resigned her post and will be leaving the department at the end of February. A post 


            to replace Susan has been advertised internally throughout the College.





6. NEXT MEETING


	The next staff meeting is scheduled for March 25th.





ADJOURNMENT: 3:05pm		MINUTES PREPARED BY:__________________  (D. Evans)



































Time the meeting adjourned





UNIVERSITY OF WALES, CARDIFF


DEPARTMENT OF CONTINUING EDUCATION


Minutes of Staff Meeting held on Friday, 11 February, 2010, 2:00pm


Present:


	Mr. J. W. Perkins (Director), Dr. G. Awbery, Ms S Chadha, Ms H. Eckart, Mr. D. Evans, Dr. M.S. Havard


Apologies for absence were received from:


	Ms G Boden, Mr. M. J. Chiles, Mrs. S. Edwards, Dr. R. Elt





1. MINUTES OF MEETING HELD ON 21 JANUARY 2010


	The Minutes of the meeting held on 21 January 2010 were agreed and signed, subject to the following 


            amendments:


Program Planning 2009-10 Para. 2, Line 3 should read:


Nominations for the team were Terry Evans and Peter Webster.


6.	Amend heading to read: Progress with contacts in other departments & Part-time Degrees


7.	Reports from Working Parties and Sub-committees


Line 6 “Research association exercise” should read “research assessment exercise”.














A detailed recording of the procedures and happenings at the meeting, following the order of the agenda.








Attendance








Place





Date





Person who prepared the minutes.





This part may be pages in length. Headings and sub-headings may be used in recording discussions and decisions at the meeting.





Name of organization and type of meeting





Minutes of the Meeting of


_______________________


held on ________________


at _____________





Presiding:


Present:


Absent:








1.


2.


3.


4.


5.


6.








Adjournment:


Prepared by:


		(signature)
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