
Text B Unit 2 
Business 
Meeting Board meeting minutes



Teaching Objectives

01

02

03

To know about  the contents of a meeting  minutes

To know about the useful expressions of a 
meeting  minutes 

To put into use04
Tips to take good minutes 



01 Content of a meeting  minutes



 Sample 



 Sample 



 A meeting minutes 

A meeting  
minutes

Welcome and call to 
order 

Approval of treasures’ 
report

Approval of minutes 
from prior meeting

New business

adjournment



02  Expressions of a meeting  minutes  



Presiding:  

• The meeting was presided over by … 

• …(sb.) presided over the meeting. 

• The meeting was called to order by …(sb.) at …(time) 

 Useful Expressions 



Discussing/Conforming Documents:  

1. Minutes of last meeting were approved and signed.  

2. The draft/documents of  …were discussed/approved/signed. 

3. The documents of … were distributed and read.

 Useful Expressions 



Reporting:  

1. …(sb.) made a report on …  

2. The chairman asked sb. for a brief report on … 

3. The chairman asked sb. to comment on … 

4. …(sb.) present the recommendation… 

 Useful Expressions 



Making a Decision:  

1. Several appointments and dismissals were announced at the meeting. 

2. A was appointed to replace B. 

3. … was appointed/promoted to …  

 Useful Expressions 



03 Tips to take good minutes 



Usually, we have 7 tips to take good minutes

Tip 1

Tip 2

Tip 3

Tip 4

Tip 5

Tip 6

Tip 7

Prepare an   
outline

Prepare a list of 
attendances

Make a map of 
seating

Make note of 
person in late

Get important 
points

Write down action 
items

Note the 
deadline

2 Taking good minutes 



04 Put into use



B-Task 2

Task 1  B .Thomas Lowes, the secretary, wrote down the following 
            quotations in a hurry. Try to tell who said what according 
            to the minutes. 

Greg Steinhoff

Jim Baker

Jake Fisher

Rob Anderson

Greg Steinhoff

Put into use



Assignment

Finish all the exercises in language lab



THANK YOU


