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DDOO’’SS  &&  DDOONN’’TTSS  OOFF  MMIINNUUTTEE  TTAAKKIINNGG  

 
 
Taking minutes is a key role at any meeting. But it’s often a function that’s taken for granted. Anyone 

can take notes, right? Actually, meeting minutes play a key legal function, and it’s important to take 

them correctly. Here are some notable dos and don’ts when it comes to taking minutes. 

 

Minutes are a legal document and an important record of your decisions. Guidelines on when to take 

minutes and what to record. 

 

 

 

� Do write minutes soon after the meeting--preferably within 48 hours. That way, those who 

attended can be reminded of action items, and those who did not attend will promptly know 

what happened.  

� Don’t wait to type up the minutes from your notes. Do it the same day or the next day, while 

you still remember what occurred. 

 

� Don't skip writing minutes just because everyone attended the meeting and knows what 

happened. Meeting notes serve as a record of the meeting long after people forget what 

happened. 

 

� Don't describe all the "he said, she said" details unless those details are very important. 

Record topics discussed, decisions made, and action items.  

 

� Don't include any information that will embarrass anyone (for example, "Then Terry left the 

room in tears").  

 

� Do use positive language. Rather than describing the discussion as heated or angry, use 

passionate, lively, or energetic--all of which are just as true as the negative words. 
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� Do keep minutes at all general meetings and board meetings. If your group is incorporated, 

this is one way to maintain the legal protection the corporate shield gives to your officers. 

 

� Do keep minutes at any meeting where people vote. At committee meetings where there is no 

voting, you might choose to keep minutes for your records. But minutes are not required for 

legal purposes. 

 

� Do list where the meeting takes place, along with the time and date it starts. 

 

� Do list the number of attendees (approximate if the group is large) and whether a quorum is 

present. 

 

� Do format your notes to follow the agenda. If you don’t normally create an agenda, you 

should. It makes the meeting more orderly, lets attendees know what to expect at the 

meeting, and makes taking minutes significantly easier. 

 

� Do record all motions and the outcome of votes. 

 

� Do be concise. It’s not necessary to go on at length in the minutes. Just record specific 

motions and votes, and key business. 

 

� Don’t list the names of people who make and second motions. You might put individuals on 

the spot in case of a lawsuit. (And yes, it does happen.) 

 

� Don’t detail the debate over an issue. In your formal notes, you just need the facts. Minutes 

should record what is done at meetings, not what is said. 

 

� Don’t list the vote count. Outcome is enough. 

 

� Don’t be shy about asking for clarification during the meeting to get a point straight in your 

notes. 

 

 

http://www.ptotoday.com/pto-today-articles/article/165-meeting-minutes-dos-and-donts &  

http://www.businesswritingblog.com/business_writing/2006/01/tips_for_writin.html 


