STRUCTURING YOUR MINUTES

By now you should have answered, or at least begun drafting your response to, question 01 of assignment 01. I am putting more emphasis on question 2 of assignment 01: Minutes of a meeting. Writing minutes requires that you use a given text (transcript) to formulate/write a new text of a different format (minutes written in table or paragraph/linear form) This informs my decision to work more with you in preparing your minutes.
Today we look at the structure of minutes. Your assignment instructions state that you should write minutes that cover only one agenda item, that being 2.1 of the meeting. The complete format of minutes is not required. Use item 2.1 to formulate your minutes. In addition to what you have learnt so far, we now look at how you could structure your minutes. This is not a model answer and styles may differ. However, this should guide your attempt at question 2 of assignment 01. To recapitulate, meetings are generally not held for purposes of socialising (office parties serve that purpose!). Even when a meeting is held to discuss a year-end party, such a meeting is not a social event. There is a problem still that needs to be solved. Funds need to be allocated for the party. Staff members may have to be given time off to attend the party. Venues must be booked and paid for, and etc. Meeting are decision taking events. Issues (agenda) are discussed and decision are agreed on/ decisions are taken. Members of a meeting discuss a problem/issue/idea, solutions are suggested (proposals) and voted upon, members vote and solutions that receive consensus are agreed on, these decisions are called resolutions (from resolve/solve: find solution). Members are given/allocated tasks of putting the resolutions into action. Minutes that lack background information on the nature of problems discussed are said to lack context. Such minutes are vague and incomplete. Minutes that lack resolutions are incomplete. As you can see, you need to strike a well-planned balance. In your case (1 page), your minutes may comprise two paragraphs.
Suggested structure:
Paragraph 1
Exposition (why was the meeting held? Who called the meeting? Who chaired the meeting?) Issue discussed. Issue discussed. Issue discussed. Issue discussed. Issue discussed. Issue discussed. Issue discussed. Issue discussed. Issue discussed. Issue discussed. Issue discussed. Issue discussed. Issue discussed. Issue discussed. Issue discussed. Issue discussed. Issue discussed. Issue discussed. Issue discussed.
Paragraph 2
Decision taken (what were the resolutions taken? That is; what did the members agree on?) Decision taken. Decision taken. Decision taken. Decision taken. Decision taken. Decision taken. Decision taken. Decision taken. Decision taken. Decision taken. Decision taken. Decision taken. Decision taken. Decision taken. Decision taken. Decision taken. Decision taken. Decision taken. Decision taken. Decision taken.
· Mr Zimba was allocated the task of …
· Ms Leeuw tasked with …
· HR Manager, Mr Tau, was asked to explore the feasibility of ….
· Finance manager, Ms Bhubezi, agrred to assess the budget and report back on …
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