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• Learn the appropriate way of taking, writing, draft-
ing, and distributing meeting minutes. 

• Establish guidelines and check-off lists to ensure 
quality. 

• Feel confident in your role as meeting recorder. 

• Pre-Meeting Preparation 

• Minute Taking Process 

• Meeting Conduct 

• Producing Minutes 

• Minutes—Final Copy 

• Correcting, Filing, 

Indexing 

Taking Effective 
Minutes 
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Useful! 


