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Department	meeting	notes	template

You	can	easily	insert	a	short	agenda,	including	action	items,	add	attendees,	and	write	up	other	notes	as	needed.	A	minutes	of	meeting	template	has	sections	for	each	topic	of	discussion,	including	agenda	item,	presenter,	discussion,	conclusions,	action	items,	owners,	and	deadlines.	Meeting	Minutes	Templates	for	Microsoft	Word	Microsoft	Word	is
probably	one	of	the	most	popular	applications	for	meeting	minutes,	and	the	template	options	available	are	plentiful.	This	one	also	breaks	down	each	agenda	topic	into	its	own	section.	Check	out	the	instructions	in	green	and	then	remove	them	to	use	the	template.	Club	members	or	employees	can	easily	navigate	items	on	the	minutes	template	to	stay	up



to	date	on	the	latest	news,	whether	they	were	present	at	the	meeting	or	not.	For	a	detailed	meeting	minutes	template,	this	option	also	from	Vertex42	lets	you	add	information	for	more	official	meetings.	Another	good	template	option	for	Word	Online	has	a	more	basic	format	with	a	little	bit	of	color.	Informal	yet	detailed	meeting	minute	templates	are
ideal	for	those	meetings	that	fall	between	a	small	team	and	a	large	group	of	executives.	With	sections	for	attendees,	discussion,	announcements,	and	roundtable,	this	is	an	all-purpose	meeting	minute	format.	Basic	OneNote	meeting	minutes	templates	are	perfect	for	small	team	meetings	or	even	a	get-together	with	your	boss.	Do	you	also	need	an	app
to	schedule	your	meetings?	Plus,	you	can	take	advantage	of	Evernote's	attachment	and	reminder	features.	This	type	of	format	is	useful	for	most	small	to	medium-sized	meetings	that	are	considered	informal,	like	team	or	weekly	updates	meetings.	This	MoM	format	in	Word	offers	great	organization	of	notes	for	project	meetings	where	tasks	are	assigned
and	deadlines	are	crucial.	In	the	search	box,	type	in	the	words	Meeting	Minutes	to	find	relevant	results.	The	convenient	thing	about	using	Evernote	for	your	meeting	minutes	is	that	you	can	easily	share	with	the	attendees	directly	through	the	Evernote	application.	To	make	capturing	those	meeting	minutes	easy,	handy	templates	are	available	for	a
variety	of	applications.	The	first	template	is	an	expanded	meeting	minute	option	that	includes	agenda	and	action	items,	each	within	a	clean	table	structure	along	with	checkboxes	for	completed	items.	You	will	then	see	New	Page	on	the	right	side	and	when	you	click	the	arrow,	you	will	see	a	drop-down	box	where	you	can	select	Page	Templates.	Choose
the	format	that	works	best	for	your	group	from	the	collection	of	templates	for	meeting	minutes.	Another	attractive	and	useful	template	in	Word	2021	falls	into	the	PTA	meeting	category.	Here	are	12	awesome	options	to	get	you	started	using	the	minutes	of	meeting	(MoM)	format	for	your	notes.	When	you	arrive	on	the	site,	just	select	Minutes	from	the
Browse	by	Category	section	on	the	left.	Plan	and	track	your	money	with	our	personal	finance	templates.	You	will	need	to	log	into	Evernote,	unless	you	already	are.	Meeting	Minutes	Templates	for	Google	Docs	If	you	prefer	to	use	Google	Docs	for	your	business	documents,	meeting	minute	templates	are	readily	available.	About	The	Author	Sandy
Writtenhouse	(442	Articles	Published)	More	From	Sandy	Writtenhouse	Join	our	newsletter	for	tech	tips,	reviews,	free	ebooks,	and	exclusive	deals!	You	can	then	pop	in	the	discussion,	conclusions,	deadline,	person	responsible,	and	action	items	for	each	topic	separately.	Record	elections,	committee	reports,	budgets,	special	announcements,	and	more.	It
includes	all	necessary	sections	for	principal	and	committee	reports,	budget	details,	and	board	information.	Microsoft	Word	2021	If	you	are	a	Microsoft	Word	2021	user,	you	can	take	advantage	of	the	meeting	minute	templates	within	the	application.	One	option	is	a	formal	MoM	template	that	includes	call	to	order,	approval	of	minutes,	reports,	and
adjournment	sections.	Look	no	further!	Meeting	Minutes	Templates	for	Vertex42	From	Vertex42,	this	basic	template	provides	only	a	few	sections,	which	are	just	enough	for	small	meetings.	You	will	then	see	a	list	of	recently-used	templates	and	an	option	to	open	all	of	them	by	selecting	Page	Templates	in	the	drop-down	box.	Unfortunately,	on	the
Windows	10	app,	you	still	need	to	download	the	Microsoft	OneNote	meeting	template	you	want	or	create	your	own.	Whether	you	are	getting	together	with	your	department,	staff,	or	committee,	these	additional	details	bring	more	formality	to	the	document	than	the	basic	MoM	template.	Formal	meeting	minute	templates	are	normally	used	for
executive,	board,	or	official	meetings	with	many	discussion	points.	This	option	is	more	useful	for	extremely	informal	or	quick	one-on-one	meetings	due	to	its	simple	structure.	DOWNLOAD	THE	TEMPLATES	NOW.	To	access	your	options,	log	in	to	your	Google	Docs	account	and	at	the	top,	under	Start	a	new	document,	select	the	Template	Gallery	arrows
to	expand	the	section.	Then,	scroll	down	to	the	bottom	under	Work	and	you	will	see	a	few	meeting	note	templates.	The	two	simple	templates	for	OneNote	have	just	three	sections	where	you	can	add	the	agenda,	attendees,	and	action	items.	For	older	versions	of	OneNote,	begin	by	opening	a	new	tab	in	your	notebook.	In	fact,	keep	exploring	available
apps.	The	second	template	is	very	standard	with	three	main	sections	for	agenda,	notes,	and	action	items.	And	if	none	of	the	available	MoM	template	formats	suit	your	needs,	you	can	always	import	a	third-party	template	and	make	it	work	with	your	favorite	note-taking	tool.	Depending	on	the	version	of	OneNote,	you	can	access	up	to	five	built-in
templates	for	business	notes	and	choose	from	a	basic	to	a	formal	look	with	sections	to	match.	Meeting	Minutes	Templates	for	Evernote	If	Evernote	is	your	note-taking	tool	of	choice,	a	couple	of	meeting	minute	templates	are	available	on	the	Evernote	website.	Prepare	to	Capture	Those	Meeting	Minutes	With	Great	Templates	Whether	you	use	Word,
OneNote,	Evernote,	or	Google	Docs	for	your	meeting	minutes,	each	has	attractive,	organized,	and	helpful	template	options.	Select	File	>	New	to	open	the	template	section.	The	clean	layout	and	simple	formatting	of	each	meeting	minutes	template	helps	note	takers	stay	on	track	and	give	more	focus	to	meeting	content	and	flow.	To	access	templates	in
OneNote	2016,	however,	simply	select	Insert	from	the	top	navigation	and	then	click	Page	Templates.	You	can	also	add	an	objective	and	meeting	type,	along	with	decisions	made	during	the	session.	With	necessary	sections	for	agenda,	attendees,	action	items,	notes,	and	next	meeting	details,	these	options	are	well	organized.	Obviously	created	for	PTA
meetings,	you	could	also	use	this	template	for	business	meetings,	conferences,	or	volunteer	committee	meetings	with	just	a	few	adjustments	to	the	section	titles.	Here	are	just	a	few	templates	that	are	effective	and	useful.	You	will	see	a	section	at	the	top	for	adding	names,	just	like	with	the	detailed	template	from	Vertex42.	Along	with	the	basic
information,	these	templates	include	sections	for	announcements,	discussion,	previous	actions	items,	and	next	meeting	details.	A	nice	feature	of	these	templates	is	that	they	include	both	a	meeting	agenda	and	meeting	minutes.	With	some	tweaking,	both	these	templates	can	work	as	your	default	MoM	email	formats.	Whether	your	business	meetings
are	online	or	in	person,	following	up	with	minutes	and	notes	of	meetings	is	a	sure	way	to	keep	all	attendees	on	the	same	page	with	what	took	place	and	what	happens	next.	The	7	Best	Note-Taking	Apps	for	Programmers	and	Coders	Staying	organized	as	a	programmer	can	be	tough!	Here	are	the	best	note-taking	apps	designed	with	coders	and
developers	in	mind.	You'll	be	surprised	at	the	range	of	meetings	and	projects	they	can	help	with.	This	detailed	meeting	minutes	template	not	only	adds	a	splash	of	color	to	your	document,	but	it's	also	formatted	in	a	nice,	neat	table.	While	you	can	edit	and	add	your	details	to	these	templates	using	Word	Online,	you	can	also	save	them	to	and	access
them	from	Microsoft	OneDrive	for	additional	flexibility.	Next,	you	will	see	the	template	pop	right	into	an	Evernote	note	for	you	to	use.	This	type	of	template	with	its	formal	sections	is	appropriate	for	committee,	executive,	and	board	meetings.	You	can	easily	use	it	for	area,	team,	or	department	meetings.	This	OneNote	template	includes	sections	for
opening	and	closing	the	meeting,	pending	issues,	new	business,	and	approvals,	in	addition	to	the	basics.	The	only	difference	between	the	three	templates	is	the	font	and	color	scheme.	Recording	and	documenting	meetings	is	now	easier	than	ever	with	a	meeting	minutes	template	in	Microsoft	Word.	You	can	include	names	for	who	called	the	meeting,
the	timekeeper,	and	the	note	taker.	This	style	works	well	for	team	status	meetings,	one-on-one	get-togethers,	and	informal	last-minute	meetings.	At	the	bottom	is	a	spot	for	the	secretary	to	sign	and	date	the	notes.	Each	area	has	a	clean	separation	for	easy	reading,	and	you	can	add	information	in	either	paragraph	or	bullet	format.	The	good	news	is	that
the	internet	has	plenty	of	reliable	sources.	This	helps	make	them	ideal	MoM	email	samples	to	work	from.	Minutes	templates	for	meetings	capture	all	the	important	details	in	the	exact	format	you	need	for	your	school,	business,	or	club.	Microsoft	Word	Online	If	you	prefer	to	use	Microsoft	Word	Online,	you	can	access	several	different	meeting	minute
templates	from	the	Microsoft	Office	website.	Custom	design	your	own	minutes	with	the	meeting	notes	template	or	use	a	specific	minutes	template	like	the	educational,	PTA	meeting,	or	informal	meeting	design.	To	save	and	use	a	template,	select	Use	Template	or	Save	Copy	to	Evernote	from	the	top	right	of	the	template	preview	page.	There	is	also	a
small	section	for	free-form	note-taking.	The	three	templates	have	a	somewhat	informal	look	and	feel,	so	you	can	use	them	for	almost	any	type	of	meeting,	from	casual	to	formal.	Meeting	Minutes	Templates	for	Microsoft	OneNote	Microsoft	OneNote	is	a	wonderful	tool	for	capturing	meeting	minutes	in	the	MoM	format.
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