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responsibility for conducting and chairing meetings in the 
workplace. 
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2.4 Brief minute-taker  

“Brief minute-taker on method for recording meeting notes in accordance 
with organisational requirements and conventions for type of meeting.” 

Most organisations, whatever their size, require an accurate record to be made of all committee, 
general and special meetings held.  

The purpose for keeping the minutes is to have a written record of the decisions made by the 
members or employees of the organisation.  

Briefing the minute-taker  

The person responsible for taking the minutes—the minutes secretary or minute-taker—should be 
advised of how detailed a record is required.  

Extended minutes—i.e. the complete record of the proceedings including amendments to motions 
and any procedural motions that were moved, and the various arguments for and against each 
motion—are rarely necessary.  

All that is usually required is an outline of the proceedings of the meeting, including a very brief 
summary of discussions and decisions made, but including the exact wording of each motion or 
proposal agreed to. For example: ‘It was resolved that a security system would be installed in the 
warehouse.’  

This makes the minute-taker’s job easier, as there is a greater possibility of error when taking down 
all the details of a debate at lightning speed; or deciding what should be included or left out while 
keeping track of the proceedings. It also avoids the possibility of the sequence of events as recorded 
being questioned at the next meeting. This saves time in clarification and correction so that, rather 
than dwelling on the minutes of the previous meeting, participants can get on with the agenda items 
of the current meeting.  

Above all, the transcribed minutes should be logical, brief, easy to read and easy to follow. 

Formal meetings notes  

The minute-taker at a formal meeting is often the company secretary or, in some cases, the personal 
assistant or secretary of the chairman or chief executive officer of the company.  

An accurate set of notes of a formal meeting may include some or all of the following, depending on 
the organisational requirements and the conventions for the type of meeting being held:  

 Meeting details such as the name, date, time commenced and location.  

 Names of the chairperson and attending participants (these names are usually noted by the 
minutes secretary; another method is for each participant to sign an attendance book passed 
around the table during the meeting). 

 Any apologies.  

 Approval of the minutes of the previous meeting.  

 Any matters arising from the previous minutes—summary of each item.  
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 The correspondence received and sent.  

 List and summary of the reports tabled.  

 A record of points discussed and all decisions made.  

 Notes relating to decisions, e.g. whether any action is required and if so, what it is, the name of 
the person who is to take the action and by what date.  

 The exact wording of all motions, including the names of movers and seconders, and whether 
the motion was carried or lost. (Some companies do not require that the names of the mover 
and seconder of a motion be recorded in the minutes.)  

 If voting is by show of hands or ballot, the number of votes for and against a motion.  

 Other matters arising.  

 Date, time and venue for the next meeting.  

 The time the meeting concluded.  

Naturally, the person who takes the notes at a meeting must be able to accurately record the 
proceedings without falling behind or losing track of what is going on, sometimes over a period of 
several hours, which is a very challenging task. The notes taken will form the basis of the minutes—
the typed, official record of the meeting that will be sent out to all participants.  

Methods of taking notes  

There are several ways of performing the very important duty of 
recording the proceedings:  

 taking notes in shorthand;  

 using a tape recorder; or  

 taking notes in longhand.  

Some trained minutes secretaries use a combination of shorthand and 
tape recorder. In this way, as the minutes are being typed up or 
transcribed, the tape recorder serves as a helpful checking device or 
backup when, for example, the notes are unclear or they wish to check 
the exact wording of a motion.  

Shorthand is the preferred method, as it is more unobtrusive than a 
recorder. Transcribing notes written in shorthand is also more efficient, 
because it is much quicker than having to turn a tape recorder on and 
off between bursts of typing.  

Writing in longhand  

Writing brief notes in longhand can be laborious, but if the writer is practiced in note taking, an 
accurate record of the meeting can be made without great difficulty, particularly if every detail is not 
required.  

It is also helpful to know that, unless a discussion includes very technical details which will be difficult 
to interpret later, the recording of a discussion does not have to be verbatim—only the main points 
of what is said are required to be noted for later inclusion in the minutes.  

Shorthand is a system of 
rapid writing using simple 
strokes or other symbols 
to represent letters and 
words.  

Longhand is normal 
writing as opposed to 
shorthand.  

Laborious means 
‘requiring much exertion, 
prolonged effort or 
perseverance’.  
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However, as stated above, the wording of all motions must be recorded 
verbatim. That is one reason the secretary is required to read out a 
motion before it is voted on, as a final check that the intention of the 
mover has been correctly recorded. 

Whichever method is used for taking the notes of a meeting, it is 
recommended that they be transcribed into the draft minutes as soon as 
possible after the meeting has concluded, while the proceedings are still 
fresh in the note-taker’s mind.  

Using a tape recorder  

While the use of a tape recorder at a meeting can be of great help to the 
minutes secretary, the issues of invasion of privacy and defamation 
should be taken into consideration.  

For example, board meetings are generally considered by attendees as 
‘closed’, or in camera, as the discussions are among only those who ‘need 
to know’. In such circumstances, during the course of a debate, feelings 
could be expressed in a more than usually forceful manner and the 
repeating of hearsay and the use of intemperate language may not be 
unusual.  

If a tape is played outside the meeting and heard by those without ‘a need to know’, it could harm a 
person’s reputation as well as reveal information about confidential matters. Also, if participants 
knew they were being recorded they would be more guarded in expressing their true feelings, and so 
the debate of important issues may be restrained and therefore not fully explored.  

If the decision is made to record the meeting, the tape recorder should be placed in plain view of all 
attendees and any visitors advised that the meeting is being recorded.  

Some companies may keep the tapes on file; others have a policy that after the minutes have been 
transcribed the tape be destroyed or erased immediately to prevent any possible breach of 
confidentiality.  

Informal meetings  

The minutes of informal meetings, such as those of a committee or small group, are much less 
elaborate than those of a formal meeting. The record may only show the decisions made and actions 
to be taken, as well as including the date, time and location of the meeting, and a list of those who 
attended. 

Verbatim is a Latin word 
that means ‘word for 
word’ or ‘in exactly the 
same words’.   

In camera is a Latin 
phrase that means ‘in 
private’.  

Hearsay means ‘gossip’ or 
‘rumour’.  

Intemperate means 
‘immoderate, 
unrestrained, 
uncontrolled’.   
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EXERCISE 8 

 

1. What is another way to describe the minute-taker? 

 

 

 

2. Explain why you think companies would need to have written records of the meetings that 
take place. 

 

 

 

 

 

3. Describe what is meant by the term ‘extended minutes’. 

 

 

 

 

4. Give two reasons why it is desirable to have as accurate a record of meetings as is possible. 

 

 

 

5. How are the names of the participants of a meeting recorded? Give two methods. 

 

 

 

6. How much detail must be recorded of motions moved in meetings? 
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7. Name two advantages to the minute-taker of using a tape recorder at a meeting. 

 

 

 

8. Give two reasons why some companies would not permit a tape recorder in their meetings. 

 

 

 

9. If you had to write something down verbatim, what would you be doing? 

 

 

 

10. Why would it be a good idea for the minute-taker to type up the notes of the meeting straight 
away? 

 

 

 

 

11. If a tape recorder was used to record the proceedings at a meeting, what three things should 
be done? 

 

 

 

 

12. How would the minutes or record of an informal committee meeting differ from those of a 
formal meeting, such as a board meeting? 

 

 

 

 


