How do you record a disagreement or fight or intense argument that happened during the meeting? The short answer is; you don’t! If you must include this, then sugar-coat the language. Look up the definitions of propriety and correctitude. Now read the examples below:
Mr Jiyane: Okay good people! Can we try and keep it cool here please! Phew! One could cut the tension with a knife. Anyway, I think our company should provide Wi-Fi services and allow our staff members to connect free of charge. Hmmm, what do you think?
Mr Sceptic: No way! Hell no. This suggestion is ridiculous. Where is the money gonna come from, Sylvester? Our bonuses?
Paraphrase this way (the sugar-coated parts are highlighted in green):
A suggestion was raised that the company should provide free Wi-Fi connectivity to staff members. This was deliberated on and a concern was raised that the company cannot afford this venture. As a solution, Mr Groenewald was tasked with assessing the financial viability of the WIFI project.
In the paragraph above you can see how the discussion was captured, the foul language paraphrased in more appropriate language (propriety and/or correctitude). Also recorded is the decision taken, and the person allocated the task of actualising the decision.
If one member says: We can’t afford this. You and your suggestion can go to hell!
[bookmark: _gjdgxs]You correct this by saying something like: Mr Jiyane’ s suggestion was dismissed/challenged on the grounds of affordability. 
It is the chairperson’s responsibility to keep order in the meeting and ensure that foul language is kept to a minimum and that tempers are cooled. Do not repeat the foul language in your minutes unless asked to do so (for purposes of disciplinary hearing and such).

