
Writing a Notice of Meeting, an Agenda and Minutes of a 

meeting 

Notices, Agendas and Minutes are read by busy people who don’t want to read a lot 

of unnecessary detail. They need to be concise, accurate and clear. Each one of the 

follows a strict format and should be written in formal language. 

 

Writing a Notice of Meeting: 

When a meeting is arranged, the Secretary of the group sends out a Notice of Meeting 

to everyone who should attend. The Notice of Meeting gives the time and place of the 

meeting. The Secretary should send it out al least a week before the meeting takes 

place. 

Here is the correct format for a Notice of Meeting: 

 

Writing an Agenda for a meeting: 

An Agenda is a list of matters that will be discussed at a meeting. An Agenda ensures 

that: 

• Everyone can prepare for the meeting and think about their views on each 

matter, 



• During the meeting, the discussion stays focused on the most important 

matters. 

• All matters are dealt with before the meeting end. 

The Agenda should be sent to everyone before the meeting takes place. It is often 

sent with the Notice of Meeting. An Agenda always follows the format below. The 

Minutes of the meeting will also follow the format of the Agenda. 

Agenda 

1. Welcome 

2. Present 

3. Apologies 

4. Minutes of last meeting 

5. Matters arising form minutes of last meeting 

6. New matters 

7. General 

8. Date of next meeting 

9. Closure 

The outline below shows how each point is used during the meeting: 



 

Writing minutes for a meeting: 

Minutes are notes taken by the Secretary to record what happened at a meeting. They 

follow the format of the Agenda. They should summarise the main points of any 

discussions or arguments, and record the conclusions and decisions reached. The 

language is formal and should be very clear and concise. There should be no 

unnecessary detail. 



The secretary should write down the basic facts of the meeting and not give any 

opinions. It is important for a Secretary to be impartial (not take sides) and to use 

neutral language. 

Here is an example of Minutes of a meeting: 

 


