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“Format for Writing Minutes of a Meeting”
Minutes of Meeting No. . . . of . . . 

· Date:

· Time:
· Venue:

· People present (Mention names in order of arrival with space for participants to put their signatures against their names at a later date, usually at the next meeting when the minutes are presented for approval):
· Minutes written by:

· Proceedings (Short point-wise descriptions of issues discussed, proposals made and resolutions or decisions taken, with names of people who brought up the issues, made a proposal or seconded it):
1. Begin with a mention of who chaired the meeting.

2. Next, mention that the minutes of the previous meeting (if any was held) were presented and approved, and signatures of the relevant participants collected.

3. After this, detail the agenda for the meeting.

4. Now record the proceedings:

a) . . .

b) . . .

· Date, time, venue, agenda for the next meeting (If known, list the issues / topics likely to be taken up at the next meeting):
a) . . .

b) . . .

------------------------------------------------------------------------------------------------------------
Additional points:

· Always maintain a separate file for minutes. Any notices issued calling the meeting should also be filed along with the respective minutes.

· In some meetings HIV/AIDS and related literature and condoms / lubricants might be distributed. In which case note the kind and quantity of literature distributed and the number of condoms / lubricants distributed at the end of the minutes as footnotes.

· If any particular individual or organization is arranging for the hospitality during the meeting, then their name should also be mentioned at the end of the minutes.
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