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	Course Title

	Improve your Minute Taking

	Category
	Sub-category

	Committee Skills
	Meetings

	Course Description

	A half day course covering practical aspects of taking and writing up minutes, 

	including: formality of minutes, concentrating on decisions and actions, terms of  

	reference, what to note down, how to write up and lay out minutes and setting   

	agendas so that they make the minute taking process easier.  Course includes  

	practical exercises.  The course can be run in-house for a particular organisation. 

	This course is also run as a free e-learning course.

	Objectives / Outcomes

	By the end of the course participants will:

	* understand the role and importance of good minutes

	* understand how to construct good agendas to ease the minute-taking process

	* understand what needs minuting and what can be left out

	* understand the objectives and terms of reference of a meeting to write effective    minutes

	* understand methods of writing up and laying out minutes

	Target Audience
	Entry Requirements

	Anyone who has to take minutes or notes of meetings
	None

	Enrolment Details
	Qualifications

	Contact SAVO.  
	Non-accredited

	Training Method
	Duration

	Face to face + handouts to take away
	Half day

	Cost
	Provider (Complete a 'Learner Provider' form)

	On application
	SAVO

	Contact Name
	Telephone

	Sue Stephens
	01473 273273

	Email
	Website

	sue.stephens@savo.co.uk
	www.savo.co.uk
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