50+ Meeting Minutes Sample, Format & Examples 2022

Every firm relies heavily on meetings. A meeting is a gathering of people to discuss
concerns, enhance communication, promote coordination, or deal with any issues on
the agenda. It can also help in the completion of tasks. Thus, every meeting should have
a written record to ensure that all discussed topics are approved unanimously. Making
meeting minutes is the proper way to do it. For those who want to skip the
time-consuming process, having the perfect meeting minutes template can help you a
lot.

To create a Meeting Minutes of your very own, follow
the following steps:

e Browse through several Meeting Minutes designs for inspiration and ideas for
your own Meeting Minutes.

e Customize Online or Download in your preferred File format and Print As
Required.

If you are one of those people who needs a template right here, this article is for you. We
have at least fifty several samples that you can choose and use. Scroll down, and read the
entire article for your advantage.


https://www.template.net/editable/meeting-minutes

1. Board Meeting Minutes Sample

Ensure that your board meeting went well and record all the necessary points or lists in
detailed and well-organized board meeting minutes like the one below.
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2, Corporate Meeting Minutes Sample
In establishing corporate meeting minutes, make sure you have the appropriate details

attached to them to make them look more credible and reliable. You can use the
template below as your reference.
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3. Advisory Board Meeting Sample

When making an advisory board meeting minutes, make sure it contains all the
necessary details. Usually, meetings like this take so long, so expect that your minutes
are also long.
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4. Business Meeting Minutes Sample
Business meetings are usually long and detailed. So make sure that your business

meeting minutes contain all the key points discussed during the meeting. You can take
the template below as your reference.
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5. Nonprofit Meeting Minutes Sample

In making nonprofit meeting minutes, you should record all the key points and details.
Without such, you can't make credible and successful meeting minutes.
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6. Formal Meeting Minutes Sample

For formal meeting minutes, you should follow the proper format and, at the same time,
record all necessary points that could sum up the entire meeting minutes.
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7. Informal Meeting Minutes Sample

Informal meeting minutes are the same as any other meeting minutes. It still has all of
the necessary details. You can use the template below as your reference.

BOARD MEETING MINUTES
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8. Department Meeting Minutes Sample

Department meetings are usually long as they will discuss every concern in the entire
department. That is why when making department meeting minutes, you should ensure
that it contains all the items discussed and addressed.
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9. Project Meeting Minutes Sample

When your company gets new projects, everyone involves in the project should facilitate
a meeting to discuss everything. It usually takes long hours, so you should expect that

you have several details to record in your project meeting minutes.
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10. Committee Meeting Minutes Sample

When it comes to committee meetings, you should have precise and well-organized
committee meeting minutes to keep a record of what happened, just like any other
meeting.
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11. Subcommittee Meeting Minutes Sample

Just like other meetings, subcommittee meetings usually last long hours. That means
there's a lot to discuss. So, while writing subcommittee meeting minutes, make sure to
include all pertinent information to retain a complete record of what transpired during
the meeting.

Agenda CITY OF BEND
BEDABR Advocacy Subcommities

Monday, July 12, 2021

Remote-Wia Zoom

T10 WW Wall, Bend, Cregon

12:00 pum. BEDAB Advocacy Subtommities Meeting

1. Roll Call: Chair-Kevin Cale, Dan Myl Katy Brooks, Travis Dasis, Keith Dodges,
Lisa Goodman, Karma Gustateon, Kamen Koppel, Tyler Neese, Wes Price, Enich
Schultz, Brenda Speirs

2. Review March Advocacy Meeting Motes

3. Continue Development Cost Discussion | Group

4. Upcoming Topics for Advocacy Discussions | Group
5. Adjourn

Accessible MestinglAlternate Format Notification

This meeting'event location is accessibke. Sign and other language imerpreier senice,
I__\- assisive siening devices, materals in alternate format such as Eraile, lrge: pring,
(W cicciranic formats, anguage transiations or any cther accommodations are avalable
upOn advance reguest at no oost. Fliease contact the City Recoder no laler than 24
hours in atvance of the meeting at rohvissefbendonegan.gov, 541-338.55005, fax 5413356676,
or TTY 541-312-347H. Prosading at least 2 days nobice pnor 8o the event sl help ensure
anilabiny.
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12. Finance Committee Meeting Minutes Sample

When it comes to financing committee meetings, there are a lot of things that need to be
tackled. So ensure that you keep your eyes and ears to make sure that you'll record

everything necessary in your finance committee meeting minutes.

FINANCE COMMITTEE

MEETING MINUTES
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13. Church Meeting Minutes Sample

Church committees also organize meetings every now and then, so if you're responsible
for the church meeting minutes, be sure to listen and record all the necessary details.
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14. Advertising Agency Meeting Minutes Sample

In establishing advertising agency meeting minutes, make sure that all your recorded
details are factual and discussed. This meeting could involve some clients or team
members. You can take the template below as an example.
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15. Annual Meeting Minutes Sample

Every organization facilitates an annual meeting to know what they have achieved and
failed in the entire year. So, assume that it should take long hours to finish. So when

making the annual meeting minutes, you should also expect that you'll have to record
various details.
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16. Monthly Meeting Minutes Sample

Monthly meetings, like annual meetings, are required for every organization. Although
it is a bit shorter than the annual, it nevertheless requires extensive and insightful

monthly meeting minutes to document the discussion of the month's events.
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17. Weekly Meeting Minutes Sample

Weekly meeting minutes are similar to regular meeting minutes in that they cover all of
the pertinent information from the weekly meeting. Weekly meetings contain the
summarization of the events of the previous week. Although it is not as long as monthly
or annual meetings, it serves the same goal.
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18. Regular Meeting Minutes Sample

The typical format for meeting minutes is regular meeting minutes. It contains all of the
meeting's details, agenda, and any other pertinent information. You can use the
template below as an example.
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19. Board of Director Meeting Minutes Sample

Board of director meeting minutes records all the actions and decisions of a board of
directors. It serves as an official and legal record of any board meetings, which means
you should include more than a simple overview of the meeting.

BOARD OFDIRECTORS 4
MEEFING MINUTES

i, o it o
e

e e

A

Aperada Detaly



https://www.template.net/editable/board-of-directors-meeting-minutes

20. Club Meeting Minutes Sample
Clubs also conduct monthly or weekly meetings to discuss the status of the business, just

like any other organization. Thus, it also needs to have club meeting minutes to record
all the discussions, especially about finances and other essential things in the club.
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21. Construction Meeting Minutes Sample

Construction-related meetings need construction meeting minutes as it serves as proof
of the discussion. It is because it serves as the written notes used to record the

conversation and main points of the meeting.
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22, COVID-19 Meeting Minutes Sample

As we face a pandemic nowadays, most organizations are doing their best to provide for
their employees. That is why they even conduct meetings in the middle of the pandemic.

Companies still need Covid-19 meeting minutes, although none of us might be meeting
face-to-face. You can have the format below as your reference.
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23. Freelancer Meeting Minutes Sample

Meeting minutes are also necessary for freelancers to create an official record of the

actions conducted at a meeting. You can take the freelance meeting minutes sample as
your reference if you want to make a similar one.
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24. Professional Meeting Minutes Sample

When it comes to making professional meeting minutes, it should follow a certain
construction to ensure it looks professional and formal. Using such formats can help you
to come up with credible meeting minutes.
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25. HR Meeting Minutes Sample

HR meeting minutes are essential during every HR meeting. It produces a historical
record used to confirm decisions. It also serves as a reminder of earlier events and
actions in future meetings.
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26. IT and Software Meeting Minutes Sample

If you're doing some meetings with your IT and software team, make sure to create I'T

and software meeting minutes. It will serve as the record, and you can use it as your
backup for future meetings.

SOFTWARE
MEETING MINUTES
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27. Management Meeting Minutes Sample

It is normal to have a management meeting. It usually discusses everything about the
management itself. Thus, it also needs detailed and well-organized management
meeting minutes. It serves as a written report, and they can even use it for future
discussions.
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28. Real Estate Meeting Minutes Sample

Real estate meetings usually happen between the dealer or owner and the client. It is a
serious discussion and negotiation. So be ready to record them all in your real estate
meeting minutes.
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29. Restaurant Meeting Minutes Sample

There are various things that you can tackle in a restaurant meeting. However, ensure

that you are ready for restaurant meeting minutes. Ensure that it should reflect a record
of motions, votes, abstentions, and other necessary details.
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30. Safety Meeting Minutes Sample

Safety meetings ensure safety awareness. It also motivates employees to follow proper
safety practices. During these meetings, you should also be ready for your safety meeting
min .
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31. Sales Meeting Minutes Sample

The goal of a sales meeting varies depending on the type of business. Salespeople use it
to motivate employees, acknowledge top performers, and set departmental objectives.
Whatever the reasons and purpose it has, the person responsible should make detailed

sales meeting minutes.
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WMesting Detalt
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32. School Meeting Minutes Sample
School meetings are necessary, especially for the staff. It is where teachers can share

objectives and how they can handle students well. As the one responsible for recording
all the discussions, you should make formal and reliable school meeting minutes.

5 R g Tahecd

SCHOOL MEETING MINUTES

Meeting Details
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33. Shareholder Meeting Minutes Sample

A stakeholder meeting is an event for introducing stakeholders to one another,
garnering commitment to usability, and defining usability goals aligned with business
goals. Whatever discussion they may have, you should record them all in detailed

stakeholder meeting minutes.

et latroiogie

SHAREHOLDER MEETING MINUTES

Meeting Details
aeding Date: Ao 11 3030
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 Venwe: | Bocca Mottt
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1 ACENDS
. AL U DT OF T DM ERTE
7. Agpri the aneisd Bt gty prvtentad iy L S

Meeting Minutes

& Brwirees Seabls s i £ it of B prpessn mavting
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34. Staff Meeting Minutes Sample

Staff meetings are necessary, like a school meeting. It is where all staff, not only in
school, gathers and discusses anything that could help them achieve their goal. You can
use the staff meeting minutes template below as your reference when making such
documents.

MONTHLY MEETING
MINUTES

Meeting Details

Toamn Hama: [rvsey v

Mapting Dais: | a2

Tima: ) | Feam. omen

L LTl ! Lty B
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AGENDA
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35. Small Business Meeting Minutes Sample

Small Business meeting minutes are important as large businesses. So ensure that your
meeting minutes contain all the necessary details and points like other similar meeting
minutes.

SMALL BUSINESS

MEETING MINUTES

Mecting Detalls

Agends Details
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36. Startup Meeting Minutes Sample

Meetings for startups might differ based on the type of company. They do, however,
share the same purpose of promoting and endorsing their business to a variety of clients
and investors. That is why you should make complete and reliable startup meeting
minutes to every meeting your startup business may have so you have a backup for
future meetings.

STARTUPMEETING MINUTES -
Meeting Details
[Teambiowe | Bacdiof Dreary
[T [
1 'vanuie: | e e fnen
Agenda Details
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1 S e TEC S ] DR a0t
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37. Team Meeting Minutes Sample

Team meetings are essential to discuss and share objectives within the team.
Conferences like this should have detailed and informative team meeting minutes to
record everything discussed during the meeting.

TEAM MEETING
MINUTES

Meeting Details
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38. Trustee Meeting Minutes Sample

Having trustee meetings ensures proper management of the trust's business and reflects
the trustee's effective control and management. A discussion like this should be in

detailed trustee meeting minutes.

Meeting Details

Team Name: Board of Trustees

-Meeting Date: September 20, 2023

Time: | 3:00 PM - 4:00 PM

-Venue: Room D4

Attendees: .JP:;:ZrPCac:'r(r:rJton, Leigh Bloom, Christopher Bostock, Ellen Bates, and

Absentees: Peter Gibb

Minutes Taker: Parker Compton
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39. Work From Home Meeting Minutes Sample

Although work from home meetings are usually through video calls or conferences, you

still have to create written work from home meeting minutes if you're the one assigned
to do it. You can use the template below as your reference.

WORK FROM HOME
TEAM MEETING MINUTES

Blaating Dhelalc

Agerada Patally

ety Wl s et
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40. Zoom Meeting Minutes Sample

Like WFH meetings, zoom meetings aren't face-to-face. Despite being remote, creating
zoom meeting minutes is still essential.

=COOPERATIVE=—

EXTENSION

EXTinsscnl COMBTTER OF DWOAM ZATHOH AND POLICY
Zoom Meeting Minutes
Fred Schiistt, Chair, presiding
‘Wednesday, September 27, 2017, 11:00 a.m. — Moon Ezstern Timie

Attachments: Minutes of July 3017 Meeting |URL); S50A4R Farm Bl Recommendations (pp.4-8]; A
Woarking Sismmary of Oppsartunities in Sail Health [pp. 7-B)

OPENING BUSINESS — Fred Schiutt
artendanoe s found on page 3. Ed kones made a motion to approve the minutes of
Jusby 2017, Chasck Hibdbesrd secorded and motion carried. Private Resownce
abilization Flanning Cwersight Committee was added to the agenda, 3. b.

1. ACTION: NEDS CES Business Meeting Agenda Aparoval - A
Fred Schiutt — The following was shared. No changes were added.
Whalcoms by Frisd Sclluit and Chuck Rogs [Univarsity of Wermson £}
Riraiaw of Comtzaos in DC i partesaabip with ESODP = Fidl SchiuonRick Ko msss: and
Bratl Hass
NEFA Ridations = Time a0 ESon Repontisg, and otk
Fiocus o 3 o 4 kiry Partearships thal ane espanding
Sargiion by EOOF Comvevin Tagk fo and othsiis
EDEM = Starva CaimyMick Placi
Budget & Lagidative Committea JOUFFarm bill
Cwrrent and foture fonecast (D019 and Beyond| of ECOP Asoccmants

ECOP Topics
Engagesnant Suwsion in Exacutive Dirsctew Saarch - Frod Schict
Sumimary of process b dane
I Cansid i = B b prosiiod
Rt St
2. UPDATES
a. "Eag Data” Project Update - :tij:ss
Rick Klemme: Groups from lowa State and Virginia Tech are collaborating with
Regianal Rural Dew. Centers. Thinking and learning more about professianal L=

development comporsent. Frefer to use tenm, Comimunity Data Use and Analysis.
Potential for language for farm bill is under exploration. Rick is sisiting with Cathie
‘Woteki and Comerstone to mave this alang.

h. SoAR/RESOLVE Fanm Bill (pp. 48] -
Rick Klemme'Doug Stecle/Mark Latimore: Policy Board of Directors (PBO) met
el y this morning. S04 and others pulled together the proposal for the fanm bill
without formal Board on Ag Assembly participation. lay Akridge raised issues such
a5 match, making programs permanent, lack of mention of Exbension throughout
the docsment. PED i possibly an-board with it im general but with comcerns. There

Download at Aplu
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41. Simple Meeting Minutes Sample

Simple meeting minutes are the same as regular meeting minutes. It is simple, yet it has
all the details needed in a meeting minutes.

Feflowiians Holdings

MANAGEMENT
MEETING MINUTES

Meeting Details
kaetien Dare: | g 3, TS
Lol et
b s
| Minute s Takar: | By P
Agenda Details
AAENDA
JH" _"—'*-__, g i
Meeting Minutes
u Dt Wil d irrpal o 61 Pl et e,
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u Bty oot tpirtied gmiMirs) P furtrsiead o e ] thid 1t DA Cogmoe et vt
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42. Charity Meeting Minutes Sample

During charity meetings, charity meeting minutes are required like any other meeting. It
is to keep a written record of what occurred during the meeting.

P Tty -

CHARITY MEETING MINUTES REPORT

Mesting Detalls
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43. Teleconference Meeting Minutes Sample

Although all teleconferencers don't usually see each other personally, this type of
meeting also needs to have recorded teleconference meeting minutes.

BOARD MEETING AGENDA
PUBLIC TELECONFEREMCE MEETING

Eebruary 24, 2021

NOTE: Pursuant to the provisions of Governor Gavin Mewsom's Executive Order N-
29-20, dated March 17, 2020, a physical meeting location is not being provided.

Important Notices to the Public: The Physical Therapy Board will hold a pubdic
meeting via a teleconference platform.

INSTRUCTIONS FOR PARTICIPATION: Please see the instructions attached hereto
to observe and participate in the meeting using WebE:x from a Microsoft Windows-
based PC.

Members of the public may but are not obligated to provide their names or personal
information as a condition of observing or participating in the meeting. When signing
into the WebEx platform, participants may be asked for their name and email address.
Participants who choose not to provide their names will be required to provide a unigue
identifier such as their initials or another alternative, so that the meeting moderator can
identify individuals who wish to make public comment; participants who choose not to
provide their email address may utilize a fictitious email address in the following
sample format X00@mailinator.com.

Faor all those who wish to participate or ohserve the meeting on Wednesday, Febrnuary
24, 2021, please log on to this website:

https:fdca-mestings webex comidca-meetngsions agey pho TMTID=ed8 | cA00e 2224635 Shod ecnl ded e

Meeting Event ID Mumber: 146 946 0861 and Password: PTBOZ2242021

As an alternative, members of the public who wish 1o observe the meeting on
‘Wednesday, February 24, 2021 without malking public comment can do so (provided
no unforeseen technical difficulties) at hitps:/fthedcapage. wordpress_comiwebcasts!

Public comments will be limited to two minutes unless, in the discretion of the Board,

circumstances require a shorter pericd. Members of the public will not be permitted to
*yiald" their allotted time to other members of the public t> make comments.

Download at PTBC
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44. Council Meeting Minutes Sample

Council meetings are as essential as board meetings. It is where the council considers
any points that they have on their agenda. That is why you should have to make council
meeting minutes to record all the discussed information.

SAMPLE COUNCIL MEETING MINUTES FOR
CITY OF SHADY OAKS, CA

L MEETING DETAILS

Chairperson: Mayor fna Carratsli
Serretany: Sabmstian Plachy

Date: barch 5, 2021
Time: 11:00 am

Location: Shady Oaks City Hall
Sinesl Addnets: 57389 Augumn Rd.
City: Shady Oaks

Stage: CA Zip: 91284

Il. ATTENDANCE

Mangor Ana Camatelli (Councd Chair) = PRESENT
Chiloe Mary (Council President) - PRESENT
Sehastian Plachy (Secretary) - PRESENT
Amarda Etinger (Coundl Member) - PRESENT
Antaria Vo (Councd Memiber) = PRESENT
Diana Campa (Councl Membery - PRESENT
Scor Michael (Council Member) - PRESENT
Wendy Taledo (Coundl Member) - PRESENT
Adriana Molter (Council Member) - PRESENT
Fiona Alpet (Caouncil Mamier) - PRESENT
Haikry Jordan (Councl Member - PRESENT
Matalia Leary (Council Member) - ABSENT

il CALL TO ORDER

Previous Meeting Minutes - Speaker Maygor Ana Camatelli = 11202 am
Bir. Plachy passad oul copies af fe presious mesting minutes far all o review. The
countil voled uranimoushy 1o approve the minuies in & vole led by Mayor Carrateli.

Current Meeting Agenda — Speaker Maypor Ana Camatedli - 1107 am
Bir. Flachy passed oul copies af the currént meeting agerda for all o resiew. The
countil voled uranimoushy 10 approve (e sgendain & wale led by Mayor Carratsli.

. OLD BUSINESS

Pothole on Glenmview Ave. - Speaker Amanda Ellinger - 11:12 am

M5, Etlinger updated the courdl an the repair af the large patbale on GEnrmiew foe.
had is blocking (he main entrance @ the high School parking loL The repairs should be
done by March 14%.

V. NEW BUSINESS

Download at eForms
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45. Anti Slavery Society Meeting Minutes Sample

Organizations like an anti-slavery society conduct meetings to discuss and share their
objectives. Conversations like this should have anti-slavery society meeting minutes to
record everything.

Exploring Diversity in Pennsylvania History

tellzrorical  Priends of Freedom: Primary Sowrcs
I",:l:l?u !\I‘i!.t'li' b it simEn
T & allEl

Minute Books of the Philadelphia Female Anti-Slavery Society,
1833-38. Excerpts related to the general activities of the society.

The PFAS Society held their manthly meeting Juse the 13" 1835 after the
sl busine=ss, the proposition from the Beard of managers recom manding the:
formation of Antl Slavwery Sewing Socleties, was after some disosscion adopied., it
wias alse proposed and agresd to that the sewing mestings be held every Saturday
afternoon at the house of M™ Mesdles, comer of 127 and Race 5™ and Mary Shaw,
Sarah Xackson, and Sarah L Fosten were appointed at Comt to purchase and prepane
the necescany aticies for the: subject of petitioning Congress for the Aboliion of
Slavery in the District of Colsmbia was 2gain browght forwand and the following Comt
names ko prepane a memorial to be laid before the next monthly meeting. ..

The Philadelphia Female Anti Slavery Society held their stated meeting, July
g'™ 1835- In the absence of the President Sidney A Lewis, was called wpon to
preside for the evening. The Committes appointed at the last mesting to prepare a
memerial e Congness for the Abolithon of Slavery in the District of Columbsa,
reported & ooy of one, which was approved, adopted and ordered to be printed. The
Committes for visRing the schools for coloned children made 3 neport which was
accepted, and it was on motion resobeed that the Committes be continussd, and that
ftheery shaall froem timae o time lay before the Socety report of the Schools visited, and
any other observations connacted with the subject of education.

At a stated mesting of the Female Anti-Slavery Sockety held Septemnber 8™
1836 Lucretia Mott in thee chair-

The proposal received at last mesting to prepare an address to the females of this
city on the subject of syvery was discussed and adopted. Mary Grew, Mary Moo
and Sarah Pugh ane appointed bo prepare one.

At a stated mesting of the Female Anti-slavery Society held 8ma. 10™ 1B37-
& letter from the Female Sockety at Pittsburg was read stating theér willingness to
cooperate with us as far as they can in cirosdating petitions to Congress. Also, one
frome the Buckingham Female Society requesting information respecting the means
of procuring free labor goods. 7 infermied the meeting that a statement was being
prepared for publication showing where various articks of food & clathing were
maised by slave labor & whene the same could b obtained by free labor & Akm.
Lofrer made Some remarks on the importance of abolitionists abstaining from slave
produce- The correspanding secretary was directed to reply to the letter.

Ethnic Histary wrwew_Bag.ong

Download at PFAS
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46. District Meeting Minutes Sample

District meetings are equally crucial to those of board and council meetings. It's where
they'll talk about what's going on in the district and how to fix issues (if they have). In
this case, you should make district meeting minutes to keep a written record of the

. .
discussion.
|
Company Name Limited 5.1 Rwes resabved to appoent (leseph's Bank pic| as the
COmnan y's bank.
5.2 The Campany secnetary was instructed to compiete
‘Company Kumber 1 the bank farms and arrange for them io be signed.
Miinui ¢ of Denectos” Meeting & Accounting reference date
6.1 Rows resobeed that the compamy's sooounting
Pizce of meetng: (place | reference dateshoud be
6.2  The canpany seoretary was instructed ta file Form
Date and teree (day. manth, year| at [time).
Diroctars Present | X , I iéisl::l:c af acoounting rederence date| wiith Companses
Others presont. [jother Namaes, &g Company secretany? | |
1 Domments T Allotment of Shares
The o lkowing doc uments were produced ta the meeting: 7.1 R wa resobved to allot ordinary shanes of E1 each in

fthe capstal of the compamy [nchudeng subrscriber shanes |

11 the certificate of incorporation for cash at par as Sollows.:

1.2  the Memorandum and Srtickes of Associson
13 Farm 10, = fiked at Compa nees House

1.4  bank jonms: mandate and rescluon to appoet
I .

|detaik, eg Heat holff International Trading jpkc (HIT)
= 98 shanes

Hareton Earmshys - 1 shane

Edgar LLintan - 1 share |

2 Raeport

The company had been fanmed by the sulsonibers nameed

an the Menorandum of Assariateon, and the first drectars., 7.2  The campany secnetary was instructed boenter the
ithe first company secretary and the regestered office wene names of the shanehalders in the Regester of Members, to
&% STated i Fomm 10, e share OEMCates ta the shansha kiers and ta file

Farm 88 | 2] with Companies House.

3 Declarations of interests

Mame |, a5 a directar of jMame Limited ] declared her k3 Notice of directors’ intenests in Shanes or
debentures

interest in & proposed Contract weth the comipany [details,

&g ta make Wothen ng Heights inta a heritage theme park]. A1 The company secretary reported that she had

recerwd written notioe from the foliowing directoes of

a fthesr respective intenest in sharehaldings in the

Oy
Rt s resoheed ta appoint |NaMe| 35 the compamy's Hindley Earnshaw - 1 ardinary share of £1, held by his
suditars, and that ther remunerateon woukd be fised iy [:a Haroton Earnshys ) o

The el Edgar Llirtan = 1 aordinary share of £1 |
8.2 The comipany Secretary W instructed ta recand these

FE) .
It wias reported that the company would De 3 small e ngs Inithe Reghter of Dlrectors” & B

company for sooounting purpeses and that & would not be

necessary b appoint an audstar. ] Business
It wizs resalved to et er into & oo riract with | Moarkand
5 Bank Construction Limited to build a theme pari].

Download at Word Templates
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47. Technical Meeting Minutes Sample

Technical meetings are similar to other meetings. It also needs technical meeting
minutes to record all the details discussed during the meeting.

'TECHNt&LTEAM

MEETING M[NUTES

Meating Detalls

Agerda Details

[ —

TSP P " p—

B

Meating Miwics
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48. Contractor Meeting Minutes Sample

In establishing contractor meeting minutes, ensure that all your eyes and ears are in the
meeting to record all the necessary details. You can use this document if ever your
clients refuse or find any problems in the construction.

CONTRACTOR

MEETING MINUTES

Meeting Defsils

Agenda Deltaiiy
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49. Fundraising Meeting Minutes Sample

When it comes to money-related meetings, you should make meeting minutes to record
all of them. It could also avoid confusion and problems. You can take the fundraising

meeting minutes below as an example.

RN, .

NON PROFIT
FUNDRAISING
MEETING MINUTES /|

bl ing Dardails

HAgwrads Debals
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50. Cabinet Meeting Minutes Sample

Cabinet meetings are essential as are board and business meetings. That is why you
should also create cabinet meeting minutes to document all the details discussed.

Cabinet Meeting Agenda/Minutes

Fall 2015 Cabinet

Dr- Marion Hall
]
Baatriz Vasquez

fat ¥ el Arsisre: Lracel
D Clausen

o AL SR
Tammy Robirsan

b o vl Sancs
Prartri i W Hon

I ol ey Bavecet

Sue Mouck

TSN sk O
Juiie Johnsion

iSO AHLIA 2 T3 R
Terny Bartiey

[

Wickie Rameey

T R P LR
Vacant

Brana v asna s & Opeman
Agron Ienter

Bear B R L e e

LOC Vision: To be

T A LB ey g Ay
-

+ e b ey Ay
SreAT A0 B e

TR SR y g SR
AT A A Dada

1t b s Wi Dbiopran

dsains for the coTemnty
T e Colr LARIN i TV Ty
v ot s aad ool Lindey i e
S -
© e i ke of 2 ighly #icieem
g ] COTA T AR

LCC Mizsion:

e Gy Solege S S

i3 i B o 3 TR AR
ko guaie. The <o programs offer &
e raige o B G GRS T
acuding vanter S i o
SR e e -
i il irarecncn, Tas coliegs et

Tuesday Oclober 15, 2013
10:00 s« TECC Room

Aganda Ram Distwidion) Deciven | Hiak Mg Risponiili Pty
1. Dirall Workshop Dr. Mall: - discussed to change name of Self Study to S Evaluation an
agenda for L0313

agenda prior ta launch.

2. Aunibary Servicis WP
(Snal accostanoe)

3. Sowdent Secee &
Exgasity Répon

Dawe: Made some changes— took budget doc out per input fram Dr.
Wasquez and changed ALY's {added). Swe requested that priarization
be numbsers rather than letters to keep instyle with other NiPRs.
‘Would like all planning docs to be in standardized format. Accepted
by Cabinet. Dave to forsard to Swe for CC.

Aeron: Patrick and Aeron put together repart. Annsal updated
repart. 4 aneas — access, retention, completion & transfer. Nsmbers
hawe gone slightly down. Gets submitted to Chancellor's Office. Adopt
together — send to Sue for CC. Then to Board in November.

4. HA Updats

Wicki=: Working on contract — Sue has (SEA. Changes to LCFA. Vickie
working on. Mope to be done today so approved. Dave advised he
wished to thank Vickie for her hard wark on contracts.

Committes mesting together today for Facilities. Bookstore Tech
committes met last week.

. Emdculive Cabinat Taik
Liog

Dr. Hall - attached.

Download at Lassen College

MEETING MINUTES FORMAT

Several variables and forms must follow to make credible and formal meeting minutes.
If you're not sure what these are, scroll down to see examples of some of the formats
you'll encounter in most meeting minutes.

1. Heading

For formal meeting minutes, you should begin with the company or brands' name as the
heading. You also have to provide the title of the meeting in this area.


https://images.template.net/wp-content/uploads/2021/07/1.17-Sample-Cabinet-Minutes.zip

2. Meeting Details
After the heading, you should consider the meeting details. These details should include

the date, time, location, name of participants. It is also the section where you will
introduce the topics one by one.

3. Agenda Details

Agenda details should include the discussion of every topic. It should be clear and
precise. It begins with the call to order and ends with the adjournment of the meeting.

4. Action Discussed

Action discussed is the solutions agreed upon and addressed to solve the problems and
issues discussed. Write all the details and organize them well to come up with neat
meeting minutes.

FAQs

What are the meeting minutes?

Meeting minutes are written notes taken during a meeting. They emphasize the most
important subjects, motions being made or voted on, and activities.

Who usually wrote the meeting minutes?

A chosen member of the organization normally takes the minutes of a meeting.

What is the purpose of the meeting minutes?

The main purpose of meeting minutes is to keep a record of everything that happens
during the meeting.

How to write meeting minutes?

There are various things that you need to consider when writing meeting minutes. These
are some of the things that you should do:



Use a template

Check the attendees and absences
Record all the necessary details needed
Ensure to write it clearly

Print

Can you write meeting minutes for free?

Yes, you can, especially if you know how to do it. But if not, you can download various
templates that you can use as guides. You can also download our editable templates if
you like.



