MINUTES OF A MEETING: UNDERSTANDING THE KEY CONCEPTS	
In this lesson, we discuss Question 2 of Assignment 01. Our point of departure is to formulate an understanding of the key concepts applicable to the writing of minutes. Question 2 of Assignment 01 tests your ability to compile/write minutes of a meeting. I prefer the term ‘compile’ because you are presented first with a transcript and this you then use to compile your minutes. So, you have something to work from: the transcript. Why are Minutes discussed under a study unit with the title Meetings? In short, businesses/organisations hold meetings from time to time. These meetings are recorded in what is called minutes of a meeting. Ensure that you also understand what notices and agenda are (study unit 2 in the Study Guide). The skills that you are expected to learn in Study Unit 2 are paraphrasing and summarising, among others. You should be able to paraphrase other people’s words and statements. You should be able to summarise the main events and conversations that took place in a particular meeting. A board meeting can take up to an hour, sometimes longer. For example, the nation recently spent hours waiting for the ANC NEC meetings to end so that the public could be briefed of its decisions. These meeting ran for more than 10 hours at times. Your manager should be able to read the summary of the meeting (minutes) in more or less 10 minutes. Remember conciseness as one of the attributes of clarity of meaning? Summary = concise yet complete = clarity of meaning.
[bookmark: _GoBack]Here is how the process unfolds: members of a business or organisation hold a meeting. Usually this is done to discuss challenges and come up with solutions. Remember this as it is very important. Meetings are not social encounters. Issues are discussed and solutions are decided on. We discuss the problems that necessitated this meeting and we come up with solutions. Solutions are enacted/actualised/carried out by people, as such it is important to document who was assigned what task as well as the time/period within which each task should be completed. The secretary keeps record of this meeting, that is; what was said and who said what. This is done by recording the meeting and later listening to the recording and writing down (transcribing) the conversations. There are other ways of recording meetings but we shall limit ourselves here to recording the audio and writing it down. Using the transcript, the secretary then compiles a summary of the meeting, a watered-down version, a selection of important details. By doing so, the secretary is writing the minutes of the meeting. This is where the magic occurs: the secretary must decide which information warrants inclusion and which doesn’t. That is; the secretary must decide what information is important and what bits are expendable/unimportant/redundant/repetitive (sounds like revision and editing, doesn’t it?)
Now, moving towards answering Question 2, please do the following: using a dictionary and also using the Web, find the meaning of these words, and also find examples of how these words are used (applied) in sentences:
1. Transcript
2. Dialogue
3. Verbatim
4. Quotation
5. Direct quotation
6. Minutes (you might have to research the etymology of this word)
7. Paraphrase
8. Summary/Summarise 
Please include your findings in this discussion forum (as a reply) in order for me to see and provide feedback, but also for purposes of discussing and sharing with your fellow students. In the next lesson, we are going to focus on Paraphrasing. That will be followed by Summarising. Thereafter you will be ready to answer question 2. All this is going to happen this week. Keep up!
PS. When doing research on the Web/Internet, avoid sites like Wikipedia and such. Use sites that are linked to institutions of higher learning as well as scholastic/academic sites. Definitions on the Web should be from online dictionaries.
