How to Take Minutes
The minutes of a meeting are a record of what happened, what was decided and what actions will be taken as a result of the meeting.  They should be written for every meeting, and presented at the next meeting or beforehand.  Minutes should be written in third person, for example, the minutes should say “The Finance Ministry Team decided…” instead of “We decided…”  Consider setting up a template with fill in the blanks to make minute taking simpler.  Minutes should be typed for readability before the next meeting.  The body of each topic should include important points of discussion and what action will be taken along with who will take the action.  Someone who has never been to the meeting should be able to understand the minutes.  

Below is a generic set of minutes which shows the general format.
Heading
The minutes should start with the name of the committee that met and when and where the meeting was.  

____________________ Baptist Church

Finance Ministry Team

Minutes for the September 28, 2007 meeting in the Library of ____________________ Baptist Church.

Notice Given

Details as to the type of notice that was given for the meeting (may include attached copy of written notice)

Members were informed of the meeting date and time at the August 24, 2007 meeting as well as reminded in an email dated September 22, 2007.  (See minutes of the last meeting and the attached copy of the email reminder)  
Attendance

Everyone who is at the meeting must be mentioned in the attendance.  Name, Position, Phone Number

Sandy Thomas, Chairman, 555-5309

Quorum

The minutes must state whether a quorum was present in order for action to be taken on any business.  

Six members out of the eleven must be present in order to have a quorum.  The Finance Ministry Team has 7 members present today and they are listed above.  

Minutes of the Previous Meeting

The minutes of the last meeting should be read.  Any changes or errors should be noted.  The minutes have to be approved by the Team.

Sandy Thomas commented that Tommy Sander was the one to present the financial reports, not Kristy Moore reported in the minutes.  The minutes were approved with that amendment.  

Reports

Every executive member or chair of a subcommittee should have the opportunity to report here on what they or their committee has been up to.

Chairman: Sandy Thomas
Sandy reported that he attended the Planning Committee Meeting in September as a liaison between the two teams.  
Old Business

Any topic of discussion which has been discussed before is done as part of Old Business.

New Business

Any topic that has not been previously discussed should be discussed under New Business.

ACQUISITION OF NEW COMPUTER SYSTEM

Submitted:  The Administration Agenda Report

Tommy Sander outlined the content of his report to the team and advised the team to agree to the purchase of the XYZ Computer System.  The XYZ Computers bid was not the cheapest but as the system had a greater number of software programs supplied as standard, the Director of Support Services felt it was reasonable to accept this bid.  
Tommy answered several questions from the floor.

Linda Clark expressed severe misgivings at the procurement process adopted which she felt to be a breach of the team’s standing financial instructions.  She asked for her comments to be minuted.

Those members voting in favor of adopting the procurement process outlined in the agenda report were:  Sandy Thomas, etc.  (Actual names not needed if everyone in attendance voted in favor)
Those voting against were: Linda Clark

Accordingly the proposal in the administration agenda report was APPROVED.
ACTION: Tommy Sander
Adjournment

This section should include who closed the meeting, at what time, and the time and details of the next meeting, if one has been planned.

The meeting was closed by Sandy at 5:00 pm.  The next meeting will be on October 26, 2007 in the Library of GBC at 3:30 pm.   

Other key concepts:

· You as note taker are not in charge of the meeting, the chair is.  You should not enter the debate (unless the meeting is informal and you are taking your turn as a member of the team).  You should not make up things that did not happen or were not said.
· Preparation:  Preparation is 90% of the game.  If you have actually been responsible for producing and circulating the agenda and supporting papers then you will probably be well versed in the meeting’s subject matter.  If not, make sure you have a good set of all the papers to be discussed and make sure you have read them.  If any papers are handed round at the meeting, make sure you get a copy.

· Have a good proof copy of the previous minutes for the chair to sign.

· Make sure you know who is due to attend.  Make sure you check with the chair and other relevant people in advance as to who has sent apologies.  

· Prepare note taking sheets.  List on a blank sheet each agenda item with its appropriate agenda number.

· When meetings attendees arrive, find out the identity of each person you don’t know.  Draw up a ‘people map’ of where everyone is sitting and what their name is (you won’t need to do this if you know everyone).

· Make sure you have a plentiful supply of blank paper, or a notebook and pens and pencils.  

· Attention:  Self evidently you must pay attention once the meeting has begun.  Get yourself seated and settled before the meeting commences.  Make sure you are close to the chair or at least in their line of sight.  If you genuinely do not hear something or miss someone’s name politely ask, through the chair, for it to be repeated.  

· If you use initials and acronyms, try to use the same ones every time.  

· Write-up:  It is good practice to write up a draft of the minutes as soon as possible after the meeting so that it is still fresh in your mind.  Don’t fall into the temptation of thinking you are too busy.  You will be just as busy next week and might forget something crucial.

· When you are confident that the minutes are accurate and spelling has been checked, send them to the chair for approval.  Once that is received you can prepare your final version for the file and circulation.
· Keep all rough notes until the minutes have been approved.  If you use a notebook, you may as well keep them forever.  You never know when they’ll be required.

Final note:  Don’t forget to get the chair to sign them as a correct record when they are approved at the next meeting.  If they don’t, legal disputes can arise.  The signed copy of the minutes from each meeting should be kept FOREVER!  These should be maintained in the Administration Office of ____________________ Baptist Church.
