
 

 

 

Minute-taking Made Easy – Outline for a one-day course  

 

Overview 

Do you need to ensure that your minutes are clear and concise – and that they accurately 

reflect the decisions taken and actions agreed at a meeting? Would you like to be confident 

that your minutes will produce a usable and effective record of a meeting? Do you want your 

minutes to convey transparency, accountability and good governance? 

 
On this one-day, highly practical, workshop-style course, participants gain confidence in their 

skills. They learn how to listen more effectively and how to write less during a meeting – and 

how to ensure completed minutes achieve their objectives. 

 
During the day, participants experience every stage of the minute-taking process, using guided 

role-play. It is suitable as a refresher for experienced minute-takers and as a best practice 

guide for novice minute-takers. Exercises are carried out in groups, pairs and individually. 

 
On completion of this course, participants will be able to: 

• Understand the role and responsibilities of the minute-taker and the chair 

• Feel confident that they know how to take minutes effectively 

• Listen more effectively and take shorter notes 

• Use simple techniques to write clearly and concisely 

• Recognise errors and potential problem areas 

• Edit and proofread their minutes 

 

Course content 

Part 1 – Introduction 

 Best practice: Defining good minutes 

 Defining the roles and responsibilities of the chair and the minute-taker 

 What are minutes for? Who uses minutes?  

 



 

 

 Identifying key skills for an effective minute-taker 

  Minute-takers and Freedom of Information / records management 

 

Part 2 – Meetings and minutes 

 A to Z of taking minutes 

 Meeting checklist  

 Create an effective agenda (with verbs) 

 Who said what? Two types of minutes: with & without attribution 

 Listen more confidently – for salient points (and how to decide what to leave out) 

 Take shorter clearer notes, using a template (to speed up transcribing) 

 Useful phrases in the active and passive voices 

 Practice: Highlighting key issues (taking minutes at a ‘meeting’ with feedback) 

 Practice: Take concise notes in a meeting, using guided role-play of a meeting 

 

Part 3 – After the meeting 

 Preparing minutes for transcribing – red pen exercise 

 Templates for formal and less formal minutes 

 How to write clearly, concisely and effectively: 

 Identify a good style   

 Keep sentences clear and simple 

 Choosing the active or passive voice 

 How to use bullet lists correctly 

 Clearly signpost decisions and actions  

 Avoid common errors of grammar and punctuation  

 Identify commonly confused words 

 Practice: Writing-up your own notes (based on the role-play) 

 Practice: Editing colleagues’ minutes from the role-play  

 Practice: Reviewing your own minutes (optional) 

 
Pre-course work 

We ask participants to send samples of minutes they have taken recently (if available). These 

will be used in an individual editing exercise during the final part of the course.  


