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BullsEye Integration

Notes for Growth

Good Meeting Minutes

You’ve just spent the last three hours meeting with your board, your team or your work group.  You’ve hashed out the issues, made decisions and agreed on action steps.  Now what?  Maybe nothing if you haven’t done a good job documenting those issues, decisions and actions.  After the meeting, everyone goes back to their work place or their private lives and memories start to fade.  “Lets see now, who was supposed to call the attorney about changing the contract and what did we decide about the wording?”

Having good minutes is as critical as having a good agenda.  Here are some ideas for making sure your meeting documentation is as good as the meeting itself.

1. Have a Plan for taking minutes and distributing them.  Be thoughtful about naming a recorder, some people are better at it others.  Choose someone who listens well and is meticulous about details.  Ideally that should be someone who is not a meeting participant.  For a board meeting, it may be a staff member.  In a work situation perhaps it’s an administrative employee.

2. Specify What Is Important:  The meeting leader should summarize key points at the end and make sure the recorder has gotten it.  If one of the outcomes is an agreed upon statement (e.g. a resolution or contract language) have the recorder read back what he/she has written.

3. Write Concisely:  Minutes are not a transcript.  The recorder needs to distill the main points of a discussion and specify the outcome.  If the recorder is unsure what was important, she/he should ask.  Official actions, especially those by a board of directors or other group operating under Robert’s Rules of Order, need to specify who made the motion, who seconded and what the outcome was. 

4. Distribute The Minutes Quickly, ideally within 24 hours.  In this way you make sure that people who are supposed to do something have written notice of that fact and you give everyone a chance to comment and make corrections while the meeting is still fresh in their minds.

5. Tape Recording meetings can be useful, in high stakes meetings or in groups where there is a lot of contention.  The tape provides a fallback if Steve says that nobody told him to buy the projector. 

With so much to do, taking notes and writing minutes can seem like just an unnecessary burden, but in the long-run it’s a task as important as any.  Don’t neglect it.
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