
	

https://nagitedomu.godoxevez.com/166345247883369455453304398481416105089654?levirofiborogajejifowufaguvinosotutaxupoxexiduxowogavadijunopekapabolowizitozevazetaf=botufatesipovediwupidujuxogeloxunimoramenimesakulenebuzikuviditovevapodovomofobiposawalozeboloxigixeziguridelalatufedinadazefoxoxogumulurodekupageriremifutuxorifasajuzirateperiroxejavifozunabaxenatiwapirinuxox&utm_term=how+to+write+a+summary+report+of+a+meeting&saxonibutojewowepodukiginivupojaxarinelolagavemodedojomubopasesotomonazabumes=garirubemitiretenefiwupatumatedovajukikedolowimagoxazivutejadawajerotovinuzurawijijuzidekikalipofolasire




























In	today's	fast-paced	business	world,	effective	communication	is	key	to	success.	One	important	aspect	of	communication	is	summarizing	the	critical	points	of	a	meeting	discussion	for	all	participants.A	well-written	meeting	summary	ensures	that	everyone	is	on	the	same	page,	allowing	for	better	collaboration	and	informed	decision-making.In	this
article,	I	will	I	guide	you	through	the	process	of	how	to	write	a	meeting	summary.	We	will	explore	the	essential	components	to	include,	provide	you	with	a	helpful	template,	and	even	showcase	a	real	example	to	illustrate	the	concept.Let's	dive	in!TL;DR:Meeting	summary:	A	concise	document	capturing	key	points,	discussions,	decisions,	and	action
items	from	a	meeting	to	ensure	understanding	and	collaboration.Meeting	minutes	vs	meeting	summaries:	Minutes	provide	detailed	accounts,	while	summaries	offer	brief	overviews	focusing	on	key	information.Key	components	of	a	meeting	summary:	Meeting	details,	agenda	items,	decisions	made,	action	items,	next	steps	and	deadlines.Preparation:
Familiarize	yourself	with	the	agenda,	take	effective	notes,	and	gather	relevant	documents.Writing	process:	Organize	content,	start	with	basic	details,	capture	discussions	and	decisions,	summarize	action	items	and	deadlines,	highlight	key	points	and	takeaways,	conclude	with	next	meeting	date.Finalizing	and	sharing:	Review,	edit,	include	supporting
resources,	choose	the	right	format,	distribute	to	participants	and	stakeholders.Tips:	Maintain	clarity	and	brevity,	use	bullet	points	and	headingsAI	meeting	assistants:	Tools	like	Fireflies.ai	(My	review	here)	can	automate	meeting	transcription,	analysis,	and	summary	writing	for	efficient	note-taking.What	is	a	Meeting	Summary?A	meeting	summary	is	a
concise	document	that	captures	the	key	points,	discussions,	decisions,	and	action	items	from	a	meeting.	It	provides	a	brief	overview	of	what	transpired	during	the	meeting,	allowing	participants	and	stakeholders	to	quickly	review	and	understand	the	outcomes.The	purpose	of	a	meeting	summary	is	to	ensure	that	everyone	involved	has	a	clear
understanding	of	the	meeting's	outcomes,	avoiding	confusion	and	potential	conflicts	later	on.Meeting	Minutes	vs	Meeting	SummariesWhile	"meeting	minutes"	and	"meeting	summaries"	are	often	used	interchangeably,	they	have	some	differences	in	content	and	focus.Meeting	minutes	provide	a	detailed,	chronological	account	of	everything	discussed
and	done	during	a	meeting,	including	motions,	votes,	and	discussions.	They	follow	a	formal	structure	and	usually	require	approval	from	attendees	in	a	subsequent	meeting.On	the	other	hand,	meeting	summaries	are	brief	and	easy-to-read	overviews	of	the	meeting's	main	takeaways,	decisions,	and	action	items.	They	don't	include	every	conversation
detail	but	focus	on	highlighting	necessary	information	for	stakeholders.In	summary,	meeting	minutes	aim	for	comprehensive	documentation,	while	meeting	summaries	offer	concise	summaries	of	the	meeting's	key	points.Key	ComponentsTo	create	an	effective	meeting	summary,	include	these	essential	components:Meeting	details:	Provide	the	date,
time,	location,	participants,	and	the	meeting's	objective	at	the	beginning	of	the	summary.Agenda	items:	List	each	agenda	item	discussed	and	briefly	mention	the	key	points	covered.Decisions	made:	Highlight	any	resolutions	or	agreements	reached	during	the	meeting.Action	items:	Include	a	list	of	assigned	tasks,	including	the	person	responsible	and
any	project	deadlines.Next	steps	and	deadlines:	Specify	any	upcoming	milestones	and	the	timeline	for	achieving	them.Preparation	for	Writing	a	Meeting	SummaryMeeting	Agenda	and	GoalsTo	write	a	great	meeting	summary,	it's	crucial	to	be	well-prepared.	Start	by	getting	familiar	with	the	meeting	agenda	and	goals.	Understanding	the	overall	plan,
objectives,	and	topics	to	be	discussed	will	give	you	a	solid	foundation	for	your	summary.	Also,	remember	to	stay	focused	on	the	agenda	to	capture	the	most	important	details.Note-taking	TechniquesDeveloping	effective	note-taking	techniques	is	essential.You	can	use	bullet	points,	symbols,	and	abbreviations	to	capture	information	accurately	and
comprehensively.During	the	meeting,	be	sure	to	jot	down	the	main	points	and	decisions	for	each	agenda	item.	These	meeting	notes	will	be	valuable	references	when	writing	your	summary.Important	Documents	to	GatherIn	addition	to	note-taking,	gather	relevant	documents	to	support	your	writing	process.	By	having	these	documents	on	hand,	you	can
cross-reference	them	when	writing	to	ensure	that	you	include	pertinent	information.These	could	include:Previous	meeting	recaps	or	minutesPresentation	materials	or	slidesReference	materialsAny	relevant	data	or	reportsHow	to	Write	a	Meeting	Summary1.	Organizing	the	ContentBefore	diving	into	the	actual	writing	process,	take	a	moment	to	gather
all	the	relevant	information.	This	includes	reviewing	your	detailed	notes,	any	provided	documents,	and	other	resources	to	ensure	you	have	a	comprehensive	understanding	of	the	meeting.By	organizing	your	content	effectively,	you'll	create	a	summary	that	is	concise,	informative,	and	easy	for	others	to	grasp.2.	Starting	with	the	BasicsTo	give	your
summary	a	clear	structure,	it's	also	helpful	to	create	an	outline.	Consider	including	important	details	such	as	the	organization	or	company	name,	the	date	and	time	of	the	meeting,	the	agenda	items,	and	the	list	of	attendees.These	elements	are	crucial	for	providing	context	and	allowing	readers	to	understand	the	meeting's	purpose.	When	listing	the
attendees,	it's	helpful	to	include	their	roles	or	positions	within	the	organization.	To	present	this	information	in	a	visually	appealing	and	easy-to-read	format,	consider	using	a	clear	table	layout	like	the	following	example:In	your	meeting	summary,	it's	important	to	provide	a	detailed	account	of	what	transpired.	Dedicate	a	specific	section	to	this	crucial
aspect.	Start	by	summarizing	the	main	topics	that	were	discussed	during	the	meeting.Use	bullet	points	to	create	a	clear	and	concise	list	of	the	topics.	This	helps	break	down	the	information	into	easily	digestible	points,	making	it	reader-friendly	and	accessible.For	example:Topic	1:	[Brief	summary	of	the	first	topic	discussed]Topic	2:	[Brief	summary	of
the	second	topic	discussed]Topic	3:	[Brief	summary	of	the	third	topic	discussed]Additionally,	remember	to	highlight	any	decisions	that	were	made	during	the	meeting.	You	can	emphasize	them	by	using	bold	text	or	another	formatting	method	to	ensure	they	stand	out.By	doing	so,	you	draw	attention	to	the	outcomes	and	actions	that	were	agreed	upon,
allowing	readers	to	quickly	grasp	the	key	decisions	that	were	reached.4.	Summarizing	Action	Items	and	DeadlinesTo	ensure	clear	communication	of	tasks	and	responsibilities,	summarize	the	action	items	and	deadlines	that	have	been	agreed	upon.	This	is	essential	for	ensuring	clear	communication	of	tasks	and	responsibilities.In	this	section	of	your
summary,	you'll	want	to	provide	a	concise	overview	of	the	action	items	discussed	during	the	meeting,	along	with	the	deadlines	associated	with	each	task.	Assigning	the	responsible	party	for	each	task	is	also	important	to	clarify	accountability.One	effective	way	to	present	this	information	is	by	using	a	well-organized	table	or	a	bullet	point	list.	Here's	an
example:As	you	wrap	up	your	meeting	summary,	it's	important	to	highlight	the	key	points	and	takeaways	that	emerged	during	the	meeting	in	a	clear	and	organized	manner.These	are	the	valuable	insights,	agreements,	disputes,	new	ideas	that	were	discussed	that	contributed	to	the	overall	significance	of	the	meeting.When	selecting	the	key	points	to
highlight,	consider	the	most	relevant	and	impactful	aspects	of	the	meeting.	By	focusing	on	the	key	takeaways,	you	ensure	that	readers	have	a	concise	and	useful	summary	of	the	events.In	addition	it's	a	good	practice	to	conclude	the	summary	by	mentioning	the	next	meeting	date,	which	not	only	serves	as	a	helpful	reminder	but	also	keeps	everyone
well-informed	about	the	upcoming	session.6.	Finalizing	and	Sharing	the	Meeting	SummaryReview	and	EditBefore	sharing	your	meeting	summary,	make	sure	to	review	and	edit	it	for	clarity	and	accuracy.	An	effective	summary	should	be	concise	and	well-organized,	offering	a	clear	recap	of	the	key	decisions	and	discussions.Here	are	some	important
points	to	consider	during	the	editing	process:Check	for	grammatical	errors	or	typos.Verify	that	all	decisions	and	action	items	are	accurately	documented.Ensure	that	the	summary	follows	a	formal	tone	and	style.Including	Supporting	Resources	and	ReferencesTo	enrich	your	meeting	summary,	it's	important	to	include	supporting	documents	and
references	that	are	relevant	to	the	discussed	topics.This	adds	depth	and	credibility	to	your	summary,	allowing	readers	to	delve	further	into	the	details	and	context	if	needed.Here	are	some	ways	to	incorporate	supporting	materials	effectively:First,	attach	any	relevant	documents	that	were	discussed	during	the	meeting.	This	could	include	reports,
presentations,	or	other	files	that	provide	additional	information	or	data	supporting	the	decisions	made.	By	including	these	attachments,	you	offer	readers	the	opportunity	to	review	the	source	material	directly.Next,	if	applicable,	reference	specific	points	from	past	meetings	or	data	sources.	This	helps	establish	a	connection	between	the	current	meeting
and	previous	discussions	or	findings.By	referencing	these	sources,	you	provide	a	comprehensive	view	of	the	topic	and	highlight	any	important	insights	or	trends	that	have	emerged	over	time.Choosing	the	Right	Formata	man	and	a	woman	sharing	filesIt's	important	to	choose	the	right	format	for	your	meeting	summary.	Depending	on	the	preferences	of
the	meeting	attendees	or	stakeholders,	you	might	consider	using:Plain	text:	A	simple	email	or	text	document	with	a	clear	structure.Rich	text:	An	email	or	document	with	added	formatting,	such	as	bold	text	or	bullet	points.PDF:	A	well-formatted	document	that	retains	its	appearance	across	devices	and	platforms.Sharing	with	Participants	and
StakeholdersFinally,	it's	time	to	share	your	meeting	summary	with	the	meeting	participants	and	stakeholders	in	the	most	suitable	manner.Here	are	some	suggestions	on	how	to	distribute	it	effectively:First,	consider	sending	the	summary	via	email	to	all	the	meeting	attendees.	Email	is	a	common	and	convenient	way	to	share	documents,	ensuring	that
everyone	receives	a	copy	directly	in	their	inbox.If	your	team	or	organization	has	a	shared	document	platform	or	intranet,	another	option	is	to	post	the	summary	there.Additionally,	it's	a	good	practice	to	follow	up	with	the	meeting	attendees	to	ensure	they	have	received	and	reviewed	the	summary.	This	can	be	done	through	a	brief	email	or	a	quick
conversation.Tips	for	Writing	a	Meeting	SummaryMaintain	Clarity	and	BrevityWhen	writing	a	meeting	summary,	always	maintain	clarity	in	your	language	to	avoid	misunderstandings.	Be	concise	and	focus	on	crucial	points	discussed	during	the	meeting.	Your	summary	should	be	easy	for	your	colleagues	to	read	and	understand.Using	Bullet	Points	and
HeadingsUse	bullet	points	and	headings	while	writing	meeting	recapsOrganize	the	summary	with	the	help	of	bullet	points	and	clear	headings.This	will	help	your	readers	quickly	scan	for	important	information.	Here's	an	example	of	summary	organization:For	example:Agenda	Item:	Brief	descriptionKey	Point	One:	Details	or	decisions	madeKey	Point
Two:	Details	or	decisions	madeAnalyzing	and	Evolving	as	NeededA	valuable	meeting	summary	not	only	documents	the	discussion	but	also	provides	an	opportunity	to	analyze	and	adapt	team	strategies	moving	forward.As	you	summarize,	identify	areas	of	improvement	and	think	about	potential	solutions	to	implement.	Communicate	these	findings	in
your	summary.This	helps	to	keep	everyone	informed	about	decision-making	and	adjusts	expectations	as	needed.For	example:Analysis:	Marketing	methods	are	outdatedProposed	Change:	Explore	new	digital	marketing	strategiesImpact:	Increase	in	conversions	and	brand	awarenessBy	following	these	tips	and	focusing	on	clarity,	organization,	and
adaptability,	you	will	create	an	effective	meeting	summary	that	keeps	your	team	well-informed	and	confident	in	their	next	steps.Meeting	Summary	Template[Meeting	Title/Subject]Date:	[Insert	Date]Time:	[Insert	Time]Location:	[Insert	Location]Attendees:[List	of	Attendees]Agenda:[Agenda	Item	1]Key	Points:	[Briefly	summarize	the	main	discussion
points	or	decisions	made][Agenda	Item	2]Key	Points:	[Briefly	summarize	the	main	discussion	points	or	decisions	made][Agenda	Item	3]Key	Points:	[Briefly	summarize	the	main	discussion	points	or	decisions	made]Action	Items:[Task	1]:	[Assigned	to:	[Insert	Assignee],	Deadline:	[Insert	Deadline]][Task	2]:	[Assigned	to:	[Insert	Assignee],	Deadline:
[Insert	Deadline]][Task	3]:	[Assigned	to:	[Insert	Assignee],	Deadline:	[Insert	Deadline]]Key	Takeaways:[Key	Takeaway	1][Key	Takeaway	2][Key	Takeaway	3]Next	Steps:[Next	Step	1][Next	Step	2][Next	Step	3]Attachments:[List	any	relevant	documents	or	files	attached	to	the	summary]Next	Meeting:Date:Time:Location:Here	is	a	meeting	summary
example	based	on	the	template	above:	Meeting	Title/Subject:	Marketing	Strategy	ReviewDate:	May	15,	2023Time:	2:00	PMLocation:	ZoomAttendees:Agenda:[Agenda	Item	1:	Campaign	Performance	Analysis]Key	Points:Reviewed	the	performance	of	the	latest	marketing	campaignDiscussed	the	key	metrics,	including	click-through	rates,	conversion
rates,	and	engagement	levelsIdentified	the	successful	aspects	of	the	campaign	and	areas	for	improvement[Agenda	Item	2:	Website	Redesign	Discussion]Key	Points:Explored	the	need	for	a	website	redesign	to	improve	user	experience	and	align	with	brand	guidelinesDiscussed	the	desired	functionalities	and	design	elements	for	the	new	websiteAssigned
Lisa	Thompson	to	lead	the	website	redesign	project	and	set	a	deadline	of	June	30,	2023[Agenda	Item	3:	Social	Media	Content	Planning]Key	Points:Brainstormed	ideas	for	upcoming	social	media	contentDiscussed	the	target	audience,	messaging,	and	visual	elements	for	each	platformAgreed	to	share	a	collaborative	content	calendar	using	Google	Sheets
for	better	coordinationAction	Items:[Task	1]:	Prepare	a	detailed	campaign	performance	report[Task	2]:	Research	website	design	trends	and	present	recommendations[Task	3]:	Create	a	social	media	content	schedule	for	the	next	monthKey	Takeaways:The	marketing	campaign	showed	promising	results,	but	conversion	rates	need	improvement.The
website	redesign	will	focus	on	enhancing	user	experience	and	brand	consistency.Social	media	content	will	prioritize	engaging	visuals	and	targeted	messaging.Next	Steps:Sarah	will	analyze	the	campaign	data	and	present	actionable	insights	in	the	next	team	meeting.Mark	will	conduct	research	on	website	design	trends	and	present	recommendations
at	the	next	meeting.Lisa	will	create	a	social	media	content	schedule	and	share	it	with	the	team	for	feedback.Attachments:Campaign	Performance	ReportWebsite	Design	Inspiration	ImagesNext	Meeting:Date:	June	1,	2023Time:	2:30	PMLocation:	ZoomWrite	a	Meeting	Summary	With	an	AI	Meeting	AssistantHave	you	ever	found	yourself	struggling	to
keep	up	with	note-taking	during	a	fast-paced	meeting?Trying	to	capture	every	important	detail	while	actively	engaging	in	the	discussion	can	be	a	real	challenge.Fortunately,	advancements	in	artificial	intelligence	have	paved	the	way	for	innovative	solutions	to	streamline	this	process.An	AI	meeting	assistant	can	effectively	write	meeting	summaries	in
minutes.	These	intelligent	tools	leverage	cutting-edge	technology	to	automatically	transcribe	and	analyze	your	meetings,	making	it	easier	than	ever	to	document	key	points	and	outcomes.One	such	powerful	AI	meeting	assistant	is	Fireflies.ai.	This	incredible	tool	is	designed	to	simplify	the	process	of	writing	meeting	summaries	by	providing	accurate
meeting	transcriptions	and	intelligent	insights.So,	how	does	Fireflies.ai	work	its	magic?When	you	connect	Fireflies.ai	to	your	preferred	communication	platform	like	Zoom,	Microsoft	Teams,	or	Google	Meet,	it	automatically	joins	your	meetings	as	a	virtual	assistant.It	listens	attentively	to	the	conversations,	transcribing	everything	in	real-time.	This
means	you	no	longer	need	to	worry	about	missing	crucial	details	or	jotting	down	notes	feverishly.Fireflies.ai	goes	beyond	simple	transcriptions.	Its	advanced	AI	algorithms	also	help	you:Find	anything	in	a	meeting	using	an	AI-powered	search,	so	you	can	quickly	review	key	information.Collaborate	with	your	team	by	adding	comments	and	reactions	and
easily	sharing	detailed	meeting	notes.Gain	valuable	insights	by	tracking	speaker	talk	time,	sentiment,	and	other	metrics.Automate	workflows	by	integrating	with	CRM	systems	and	project	management	tools.Create	a	self-updating	knowledge	base	from	all	your	voice	conversations.ConclusionIn	conclusion,	mastering	the	art	of	writing	a	meeting	recap	is
essential	for	effective	communication	and	collaboration.By	following	the	techniques	and	guidelines	discussed	in	this	article	on	how	to	write	a	meeting	summary,	you'll	capture	key	points,	provide	clarity,	and	keep	everyone	aligned.So,	whether	you're	a	team	leader	or	a	project	manager,	honing	your	meeting	summary	skills	(with	AI)	will	boost
productivity	and	ensure	successful	outcomes.	Start	implementing	these	strategies	today	and	elevate	your	meeting	summaries	to	new	heights.	Happy	summarizing!	One	meeting	can	contain	dozens	of	talking	points—like	progress,	feedback,	and	critical	decisions—and	this	crucial	information	is	easy	to	lose	track	of	without	thorough	documentation.
Taking	comprehensive	meeting	notes	helps	you	manage	these	details,	but	that	puts	extra	pressure	on	your	notetaker,	adds	another	task	to	your	team’s	to-do	list,	and	introduces	human	error.	An	AI	meeting	summary	improves	your	organization,	and	record-keeping	provides	attendees	with	a	quick,	informative	reference	to	discussions	and	decisions.
Learn	to	write	an	effective	meeting	summary	and	how	to	simplify	the	process	with	AI.	Although	using	an	AI	meeting	summarizer	is	the	fastest,	most	effective	way,	you	can	write	a	successful	meeting	summary	by	following	these	seven	tips.	If	you’re	a	leader	in	charge	of	your	organization’s	meeting	policy,	you	can	share	these	best	practices	with
meeting	hosts	and	attendees	to	ensure	consistency	in	everyone’s	meeting	summaries.	We	recommend	using	a	meeting	summary	tool	like	Fellow	for	more	accurate	summaries	and	increased	efficiency.	1Thank	attendees	for	their	participation	Start	the	meeting	summary	by	thanking	all	members	for	their	ideas	and	time.	You	can	build	a	strong	culture	of
collaboration	and	engagement	by	showing	employees	their	contributions	matter.	This	simple	act	improves	trust	and	productivity	and	positions	you	as	a	healthy,	people-first	company.	Appreciating	participation	is	also	vital	to	encourage	a	positive	attitude	toward	work	discussions.	Employees	look	forward	to	meetings	when	they	know	their	thoughts	are
respected	and	recognized.	2Summarize	the	most	important	decisions	Prioritize	crucial	insights	and	decisions	in	your	meeting	summary	and	determine	which	details	to	exclude.	Not	everything	discussed	needs	to	appear	in	a	good	meeting	summary—even	a	short	session	can	have	many	talking	points,	including	minor	status	updates	and	small	talk.
Focusing	on	critical	outcomes	gives	your	meetings	more	purpose,	helps	you	act	on	time-sensitive	actions,	and	ensures	nothing	slips	through	the	cracks.	3Attach	relevant	materials	Boost	transparency	by	attaching	relevant	materials	to	your	meeting	summary,	such	as	slide	decks	or	spreadsheets.	When	critical	materials	are	included	in	the	summary,	you
reduce	back-and-forth	messages,	and	everyone	can	easily	review	key	details.	Team	members	who	can’t	attend	the	meeting	also	appreciate	the	visibility	and	direct	access	to	information.	When	you	use	a	meeting	agenda	tool	like	Fellow,	your	meeting	materials	and	summaries	are	centralized	in	one	place.	4Highlight	meeting	action	items	Promote
accountability	by	including	action	items	determined	during	the	discussion.	Clearly	state	each	one,	who’s	responsible	for	it,	and	when	it’s	due.	For	example,	you	might	write	an	item	as:	“@Monica,	reach	out	to	Dahlia	Group	and	confirm	the	event	date	by	08/20.”	The	essence	of	a	good	meeting	is	the	outcomes,	and	detailing	action	items	in	your	summary
drives	task	execution	by	giving	everyone	a	clear	understanding	of	what	to	do.	Document	every	decision	made	during	the	meeting,	organizing	them	by	importance	and	impact.	Dedicated	notetaking	lets	you	track	this	information,	and	using	those	notes	to	build	a	concise	summary	encourages	clear	communication	and	transparency	among	all
stakeholders.	This	also	creates	a	paper	trail	to	ensure	clarity	and	mitigate	miscommunications.	Schedule	a	follow-up	meeting	to	maintain	momentum	and	ensure	future	attendance.	This	gives	teammates	ample	time	to	clear	their	calendars	and	encourages	continuous	progress	on	critical	initiatives.	For	example,	if	you’re	working	on	a	new	content
calendar	with	a	client,	establishing	the	next	meeting	in	your	summary	ensures	you	touch	base	and	finish	the	plan	before	the	next	quarter.	Stating	the	next	session’s	date	and	time	also	boosts	engagement	when	the	discussion	ultimately	takes	place.	Teammates	have	time	to	organize	documents	and	presentations,	consider	questions	to	ask,	and	prepare
to	chime	in	with	thoughtful	kudos.	Circulate	the	summary	soon	after	the	meeting	to	give	all	attendees	immediate	access	to	decisions,	action	items,	and	materials.	This	keeps	the	conversation	fresh	in	everyone’s	minds,	promoting	accurate	action	planning	and	mitigating	the	risk	of	forgotten	details.	Quick	access	to	the	meeting	notes	and	summary	also
enables	all	relevant	parties	to	add	the	follow-up	meeting	to	their	calendars.	Email	Subject:	Meeting	Summary	[Meeting	name	and	date]	Hello,	[Team	name]	Thank	you	so	much	for	your	participation	in	today’s	meeting,	please	find	a	summary	in	the	paragraphs	below.		[First	discussion	topics	and	details]	[Second	discussion	topic	and	details]	[Third
discussion	topic	and	details]	Please	see	action	items	below:		[First	action	item,	assignee,	date	due]	[Second	action	item,	assignee,	date	due]	[Third	action	item,	assignee,	date	due]	[Date	of	next	meeting]	Thank	you,	[Your	name]	Let’s	go	beyond	the	basics.	Here	are	a	few	tips	for	using	meeting	management	software	like	Fellow	to	write	meeting
summaries	with	AI.	Tim	Armandpour,	Chief	Technology	Officer	at	PagerDuty,	uses	AI	to	complement	and	empower	his	human	workforce:	“[AI]	creates	more	time	and	headspace	to	go	solve	bigger	and	more	impactful	problems.”	Take	collaborative	notes	Collaborative	note-taking	promotes	cross-functional	alignment	and	participation.	All	attendees
recording	discussion	points	throughout	the	meeting	helps	them	digest	and	retain	every	detail.		Before	holding	a	meeting,	try	co-creating	a	meeting	agenda	to	proactively	encourage	collaboration.	With	Fellow,	everyone	can	easily	add	talking	points	and	action	items	using	a	simple	agenda	builder.	This	resource	also	lets	people	share	their	notes	after	the
meeting,	so	all	parties	have	instant	access	to	each	attendee’s	perspectives	and	insights.	Assigning	action	items	during	meetings	drives	accountability	and	encourages	productive	follow-ups.	And	immediately	detailing	tasks	mitigates	the	risk	of	pointless	meetings.	When	discussions	move	too	quickly,	you	might	jump	from	topic	to	topic,	making	it	easy
for	vital	steps	to	become	lost	in	the	noise.	Fellow	lets	you	assign	action	items	in	real	time	and	monitor	progress,	encouraging	clarity	and	timely	task	execution.	Instantly	sync	these	tasks	with	Asana,	Jira,	or	Zapier	to	increase	visibility	and	productivity.	These	software	types	are	especially	essential	for	virtual	teams	who	can’t	easily	confer	at	a	moment’s
notice,	helping	employees	in	all	locations	avoid	misplacing	tasks	across	multiple	tools.	Use	an	AI	summarizer	to	take	meeting	minutes	and	generate	summaries,	recording	essential	details	and	reducing	human	error.	Fellow’s	AI-powered	recording	and	transcription	features	capture	vital	decisions	and	talking	points	and	produce	concise	summaries	you
can	share	in	minutes.	You	also	retain	an	archive	of	previous	recaps	and	recordings	to	improve	future	decision-making.	And	no	need	to	worry	about	security—Fellow	maintains	strict	confidentiality	measures	and	adheres	to	regulatory	requirements	to	keep	your	company	data	safe.	You	need	all	relevant	materials	at	hand	to	write	a	thorough	meeting
summary,	so	gather	them	ahead	of	time	to	ensure	nothing	slips	by.		Fellow’s	seamless	integrations	with	other	tools	make	retrieving	essential	items	like	documents,	presentations,	and	slide	decks	easy.	Take	advantage	of	integrations	with	Dropbox,	Google	Drive,	iCloud,	and	Zapier	to	import	crucial	files	straight	into	your	Fellow	meeting	summary.	The
Fellow	AI	Meeting	Copilot	automates	your	meeting	minutes,	summary,	and	agenda,	increasing	productivity	and	visibility	while	saving	your	notetaker’s	time.	Switch	on	Copilot	before	your	meeting—it	runs	in	the	background,	catching	vital	details	to	prepare	an	accurate,	comprehensive	summary	when	you’re	done.	Meeting	transcription	tools	capture
and	organize	key	information	so	your	whole	team	can	engage	in	the	discussion	and	contribute	to	important	decisions,	but	not	at	the	cost	of	your	notes.	Move	faster	and	smarter	with	Fellow	A	solid	meeting	summary	aligns	your	workforce	on	critical	talking	points	and	action	items.	Make	meeting	summaries	a	firm	part	of	your	meeting	guidelines,	but	let
Fellow	do	the	heavy	lifting.	Host	meetings	with	Fellow	and	seamlessly	share	AI-powered	summaries.	After	each	meeting,	review	your	AI	Meeting	Recap	to	view	your	transcription	and	summary.	Also	consult	Ask	Copilot,	the	AI	assistant	that	gives	you	on-demand	answers	about	past	meetings.	Prefer	video	content?	Check	out	your	Recording	Library	for
full	recorded	meetings	and	small,	sharable	clips.	A	meeting	summary	recaps	a	discussion,	including	key	talking	points,	decisions,	action	items,	and	relevant	files.	This	brief	description	helps	attendees	keep	track	of	important	details	and	informs	anyone	who	couldn’t	attend,	increasing	visibility	and	transparency	throughout	the	company.	What’s	the
difference	between	meeting	minutes	and	a	meeting	summary?	Meeting	minutes	are	structured,	formal	reports	that	include	attendees,	dates,	decisions,	and	talking	points.	They’re	often	highly	detailed	and	serve	as	an	official	record	of	a	meeting.	Depending	on	the	type	of	meeting,	you	may	use	both	summaries	and	minutes,	although	less	formal
discussions	only	call	for	a	short	overview.	Use	our	meeting	minutes	template	to	quickly	create	a	deep	record	of	your	discussion.	How	long	should	a	meeting	summary	be?	A	meeting	summary	should	concisely	describe	a	meeting	in	300–500	words	and	only	include	essential	details	like	decisions,	primary	talking	points,	and	action	items.	This	is	a	quick
reference	that	reminds	attendees	of	important	outcomes	and	gets	other	teammates	up	to	speed.	For	a	longer,	detailed	account	of	your	meeting,	opt	for	a	transcription	or	minutes	instead.	In	today's	fast-paced	business	world,	effective	communication	is	key	to	success.	One	important	aspect	of	communication	is	summarizing	the	critical	points	of	a
meeting	discussion	for	all	participants.A	well-written	meeting	summary	ensures	that	everyone	is	on	the	same	page,	allowing	for	better	collaboration	and	informed	decision-making.In	this	article,	I	will	I	guide	you	through	the	process	of	how	to	write	a	meeting	summary.	We	will	explore	the	essential	components	to	include,	provide	you	with	a	helpful
template,	and	even	showcase	a	real	example	to	illustrate	the	concept.Let's	dive	in!TL;DR:Meeting	summary:	A	concise	document	capturing	key	points,	discussions,	decisions,	and	action	items	from	a	meeting	to	ensure	understanding	and	collaboration.Meeting	minutes	vs	meeting	summaries:	Minutes	provide	detailed	accounts,	while	summaries	offer
brief	overviews	focusing	on	key	information.Key	components	of	a	meeting	summary:	Meeting	details,	agenda	items,	decisions	made,	action	items,	next	steps	and	deadlines.Preparation:	Familiarize	yourself	with	the	agenda,	take	effective	notes,	and	gather	relevant	documents.Writing	process:	Organize	content,	start	with	basic	details,	capture
discussions	and	decisions,	summarize	action	items	and	deadlines,	highlight	key	points	and	takeaways,	conclude	with	next	meeting	date.Finalizing	and	sharing:	Review,	edit,	include	supporting	resources,	choose	the	right	format,	distribute	to	participants	and	stakeholders.Tips:	Maintain	clarity	and	brevity,	use	bullet	points	and	headingsAI	meeting
assistants:	Tools	like	Fireflies.ai	(My	review	here)	can	automate	meeting	transcription,	analysis,	and	summary	writing	for	efficient	note-taking.What	is	a	Meeting	Summary?A	meeting	summary	is	a	concise	document	that	captures	the	key	points,	discussions,	decisions,	and	action	items	from	a	meeting.	It	provides	a	brief	overview	of	what	transpired
during	the	meeting,	allowing	participants	and	stakeholders	to	quickly	review	and	understand	the	outcomes.The	purpose	of	a	meeting	summary	is	to	ensure	that	everyone	involved	has	a	clear	understanding	of	the	meeting's	outcomes,	avoiding	confusion	and	potential	conflicts	later	on.Meeting	Minutes	vs	Meeting	SummariesWhile	"meeting	minutes"
and	"meeting	summaries"	are	often	used	interchangeably,	they	have	some	differences	in	content	and	focus.Meeting	minutes	provide	a	detailed,	chronological	account	of	everything	discussed	and	done	during	a	meeting,	including	motions,	votes,	and	discussions.	They	follow	a	formal	structure	and	usually	require	approval	from	attendees	in	a
subsequent	meeting.On	the	other	hand,	meeting	summaries	are	brief	and	easy-to-read	overviews	of	the	meeting's	main	takeaways,	decisions,	and	action	items.	They	don't	include	every	conversation	detail	but	focus	on	highlighting	necessary	information	for	stakeholders.In	summary,	meeting	minutes	aim	for	comprehensive	documentation,	while
meeting	summaries	offer	concise	summaries	of	the	meeting's	key	points.Key	ComponentsTo	create	an	effective	meeting	summary,	include	these	essential	components:Meeting	details:	Provide	the	date,	time,	location,	participants,	and	the	meeting's	objective	at	the	beginning	of	the	summary.Agenda	items:	List	each	agenda	item	discussed	and	briefly
mention	the	key	points	covered.Decisions	made:	Highlight	any	resolutions	or	agreements	reached	during	the	meeting.Action	items:	Include	a	list	of	assigned	tasks,	including	the	person	responsible	and	any	project	deadlines.Next	steps	and	deadlines:	Specify	any	upcoming	milestones	and	the	timeline	for	achieving	them.Preparation	for	Writing	a
Meeting	SummaryMeeting	Agenda	and	GoalsTo	write	a	great	meeting	summary,	it's	crucial	to	be	well-prepared.	Start	by	getting	familiar	with	the	meeting	agenda	and	goals.	Understanding	the	overall	plan,	objectives,	and	topics	to	be	discussed	will	give	you	a	solid	foundation	for	your	summary.	Also,	remember	to	stay	focused	on	the	agenda	to	capture
the	most	important	details.Note-taking	TechniquesDeveloping	effective	note-taking	techniques	is	essential.You	can	use	bullet	points,	symbols,	and	abbreviations	to	capture	information	accurately	and	comprehensively.During	the	meeting,	be	sure	to	jot	down	the	main	points	and	decisions	for	each	agenda	item.	These	meeting	notes	will	be	valuable
references	when	writing	your	summary.Important	Documents	to	GatherIn	addition	to	note-taking,	gather	relevant	documents	to	support	your	writing	process.	By	having	these	documents	on	hand,	you	can	cross-reference	them	when	writing	to	ensure	that	you	include	pertinent	information.These	could	include:Previous	meeting	recaps	or
minutesPresentation	materials	or	slidesReference	materialsAny	relevant	data	or	reportsHow	to	Write	a	Meeting	Summary1.	Organizing	the	ContentBefore	diving	into	the	actual	writing	process,	take	a	moment	to	gather	all	the	relevant	information.	This	includes	reviewing	your	detailed	notes,	any	provided	documents,	and	other	resources	to	ensure	you
have	a	comprehensive	understanding	of	the	meeting.By	organizing	your	content	effectively,	you'll	create	a	summary	that	is	concise,	informative,	and	easy	for	others	to	grasp.2.	Starting	with	the	BasicsTo	give	your	summary	a	clear	structure,	it's	also	helpful	to	create	an	outline.	Consider	including	important	details	such	as	the	organization	or	company
name,	the	date	and	time	of	the	meeting,	the	agenda	items,	and	the	list	of	attendees.These	elements	are	crucial	for	providing	context	and	allowing	readers	to	understand	the	meeting's	purpose.	When	listing	the	attendees,	it's	helpful	to	include	their	roles	or	positions	within	the	organization.	To	present	this	information	in	a	visually	appealing	and	easy-
to-read	format,	consider	using	a	clear	table	layout	like	the	following	example:In	your	meeting	summary,	it's	important	to	provide	a	detailed	account	of	what	transpired.	Dedicate	a	specific	section	to	this	crucial	aspect.	Start	by	summarizing	the	main	topics	that	were	discussed	during	the	meeting.Use	bullet	points	to	create	a	clear	and	concise	list	of	the
topics.	This	helps	break	down	the	information	into	easily	digestible	points,	making	it	reader-friendly	and	accessible.For	example:Topic	1:	[Brief	summary	of	the	first	topic	discussed]Topic	2:	[Brief	summary	of	the	second	topic	discussed]Topic	3:	[Brief	summary	of	the	third	topic	discussed]Additionally,	remember	to	highlight	any	decisions	that	were
made	during	the	meeting.	You	can	emphasize	them	by	using	bold	text	or	another	formatting	method	to	ensure	they	stand	out.By	doing	so,	you	draw	attention	to	the	outcomes	and	actions	that	were	agreed	upon,	allowing	readers	to	quickly	grasp	the	key	decisions	that	were	reached.4.	Summarizing	Action	Items	and	DeadlinesTo	ensure	clear
communication	of	tasks	and	responsibilities,	summarize	the	action	items	and	deadlines	that	have	been	agreed	upon.	This	is	essential	for	ensuring	clear	communication	of	tasks	and	responsibilities.In	this	section	of	your	summary,	you'll	want	to	provide	a	concise	overview	of	the	action	items	discussed	during	the	meeting,	along	with	the	deadlines
associated	with	each	task.	Assigning	the	responsible	party	for	each	task	is	also	important	to	clarify	accountability.One	effective	way	to	present	this	information	is	by	using	a	well-organized	table	or	a	bullet	point	list.	Here's	an	example:As	you	wrap	up	your	meeting	summary,	it's	important	to	highlight	the	key	points	and	takeaways	that	emerged	during
the	meeting	in	a	clear	and	organized	manner.These	are	the	valuable	insights,	agreements,	disputes,	new	ideas	that	were	discussed	that	contributed	to	the	overall	significance	of	the	meeting.When	selecting	the	key	points	to	highlight,	consider	the	most	relevant	and	impactful	aspects	of	the	meeting.	By	focusing	on	the	key	takeaways,	you	ensure	that
readers	have	a	concise	and	useful	summary	of	the	events.In	addition	it's	a	good	practice	to	conclude	the	summary	by	mentioning	the	next	meeting	date,	which	not	only	serves	as	a	helpful	reminder	but	also	keeps	everyone	well-informed	about	the	upcoming	session.6.	Finalizing	and	Sharing	the	Meeting	SummaryReview	and	EditBefore	sharing	your
meeting	summary,	make	sure	to	review	and	edit	it	for	clarity	and	accuracy.	An	effective	summary	should	be	concise	and	well-organized,	offering	a	clear	recap	of	the	key	decisions	and	discussions.Here	are	some	important	points	to	consider	during	the	editing	process:Check	for	grammatical	errors	or	typos.Verify	that	all	decisions	and	action	items	are
accurately	documented.Ensure	that	the	summary	follows	a	formal	tone	and	style.Including	Supporting	Resources	and	ReferencesTo	enrich	your	meeting	summary,	it's	important	to	include	supporting	documents	and	references	that	are	relevant	to	the	discussed	topics.This	adds	depth	and	credibility	to	your	summary,	allowing	readers	to	delve	further
into	the	details	and	context	if	needed.Here	are	some	ways	to	incorporate	supporting	materials	effectively:First,	attach	any	relevant	documents	that	were	discussed	during	the	meeting.	This	could	include	reports,	presentations,	or	other	files	that	provide	additional	information	or	data	supporting	the	decisions	made.	By	including	these	attachments,	you
offer	readers	the	opportunity	to	review	the	source	material	directly.Next,	if	applicable,	reference	specific	points	from	past	meetings	or	data	sources.	This	helps	establish	a	connection	between	the	current	meeting	and	previous	discussions	or	findings.By	referencing	these	sources,	you	provide	a	comprehensive	view	of	the	topic	and	highlight	any
important	insights	or	trends	that	have	emerged	over	time.Choosing	the	Right	Formata	man	and	a	woman	sharing	filesIt's	important	to	choose	the	right	format	for	your	meeting	summary.	Depending	on	the	preferences	of	the	meeting	attendees	or	stakeholders,	you	might	consider	using:Plain	text:	A	simple	email	or	text	document	with	a	clear
structure.Rich	text:	An	email	or	document	with	added	formatting,	such	as	bold	text	or	bullet	points.PDF:	A	well-formatted	document	that	retains	its	appearance	across	devices	and	platforms.Sharing	with	Participants	and	StakeholdersFinally,	it's	time	to	share	your	meeting	summary	with	the	meeting	participants	and	stakeholders	in	the	most	suitable
manner.Here	are	some	suggestions	on	how	to	distribute	it	effectively:First,	consider	sending	the	summary	via	email	to	all	the	meeting	attendees.	Email	is	a	common	and	convenient	way	to	share	documents,	ensuring	that	everyone	receives	a	copy	directly	in	their	inbox.If	your	team	or	organization	has	a	shared	document	platform	or	intranet,	another
option	is	to	post	the	summary	there.Additionally,	it's	a	good	practice	to	follow	up	with	the	meeting	attendees	to	ensure	they	have	received	and	reviewed	the	summary.	This	can	be	done	through	a	brief	email	or	a	quick	conversation.Tips	for	Writing	a	Meeting	SummaryMaintain	Clarity	and	BrevityWhen	writing	a	meeting	summary,	always	maintain
clarity	in	your	language	to	avoid	misunderstandings.	Be	concise	and	focus	on	crucial	points	discussed	during	the	meeting.	Your	summary	should	be	easy	for	your	colleagues	to	read	and	understand.Using	Bullet	Points	and	HeadingsUse	bullet	points	and	headings	while	writing	meeting	recapsOrganize	the	summary	with	the	help	of	bullet	points	and
clear	headings.This	will	help	your	readers	quickly	scan	for	important	information.	Here's	an	example	of	summary	organization:For	example:Agenda	Item:	Brief	descriptionKey	Point	One:	Details	or	decisions	madeKey	Point	Two:	Details	or	decisions	madeAnalyzing	and	Evolving	as	NeededA	valuable	meeting	summary	not	only	documents	the	discussion
but	also	provides	an	opportunity	to	analyze	and	adapt	team	strategies	moving	forward.As	you	summarize,	identify	areas	of	improvement	and	think	about	potential	solutions	to	implement.	Communicate	these	findings	in	your	summary.This	helps	to	keep	everyone	informed	about	decision-making	and	adjusts	expectations	as	needed.For
example:Analysis:	Marketing	methods	are	outdatedProposed	Change:	Explore	new	digital	marketing	strategiesImpact:	Increase	in	conversions	and	brand	awarenessBy	following	these	tips	and	focusing	on	clarity,	organization,	and	adaptability,	you	will	create	an	effective	meeting	summary	that	keeps	your	team	well-informed	and	confident	in	their	next
steps.Meeting	Summary	Template[Meeting	Title/Subject]Date:	[Insert	Date]Time:	[Insert	Time]Location:	[Insert	Location]Attendees:[List	of	Attendees]Agenda:[Agenda	Item	1]Key	Points:	[Briefly	summarize	the	main	discussion	points	or	decisions	made][Agenda	Item	2]Key	Points:	[Briefly	summarize	the	main	discussion	points	or	decisions	made]
[Agenda	Item	3]Key	Points:	[Briefly	summarize	the	main	discussion	points	or	decisions	made]Action	Items:[Task	1]:	[Assigned	to:	[Insert	Assignee],	Deadline:	[Insert	Deadline]][Task	2]:	[Assigned	to:	[Insert	Assignee],	Deadline:	[Insert	Deadline]][Task	3]:	[Assigned	to:	[Insert	Assignee],	Deadline:	[Insert	Deadline]]Key	Takeaways:[Key	Takeaway	1][Key
Takeaway	2][Key	Takeaway	3]Next	Steps:[Next	Step	1][Next	Step	2][Next	Step	3]Attachments:[List	any	relevant	documents	or	files	attached	to	the	summary]Next	Meeting:Date:Time:Location:Here	is	a	meeting	summary	example	based	on	the	template	above:	Meeting	Title/Subject:	Marketing	Strategy	ReviewDate:	May	15,	2023Time:	2:00
PMLocation:	ZoomAttendees:Agenda:[Agenda	Item	1:	Campaign	Performance	Analysis]Key	Points:Reviewed	the	performance	of	the	latest	marketing	campaignDiscussed	the	key	metrics,	including	click-through	rates,	conversion	rates,	and	engagement	levelsIdentified	the	successful	aspects	of	the	campaign	and	areas	for	improvement[Agenda	Item	2:
Website	Redesign	Discussion]Key	Points:Explored	the	need	for	a	website	redesign	to	improve	user	experience	and	align	with	brand	guidelinesDiscussed	the	desired	functionalities	and	design	elements	for	the	new	websiteAssigned	Lisa	Thompson	to	lead	the	website	redesign	project	and	set	a	deadline	of	June	30,	2023[Agenda	Item	3:	Social	Media
Content	Planning]Key	Points:Brainstormed	ideas	for	upcoming	social	media	contentDiscussed	the	target	audience,	messaging,	and	visual	elements	for	each	platformAgreed	to	share	a	collaborative	content	calendar	using	Google	Sheets	for	better	coordinationAction	Items:[Task	1]:	Prepare	a	detailed	campaign	performance	report[Task	2]:	Research
website	design	trends	and	present	recommendations[Task	3]:	Create	a	social	media	content	schedule	for	the	next	monthKey	Takeaways:The	marketing	campaign	showed	promising	results,	but	conversion	rates	need	improvement.The	website	redesign	will	focus	on	enhancing	user	experience	and	brand	consistency.Social	media	content	will	prioritize
engaging	visuals	and	targeted	messaging.Next	Steps:Sarah	will	analyze	the	campaign	data	and	present	actionable	insights	in	the	next	team	meeting.Mark	will	conduct	research	on	website	design	trends	and	present	recommendations	at	the	next	meeting.Lisa	will	create	a	social	media	content	schedule	and	share	it	with	the	team	for
feedback.Attachments:Campaign	Performance	ReportWebsite	Design	Inspiration	ImagesNext	Meeting:Date:	June	1,	2023Time:	2:30	PMLocation:	ZoomWrite	a	Meeting	Summary	With	an	AI	Meeting	AssistantHave	you	ever	found	yourself	struggling	to	keep	up	with	note-taking	during	a	fast-paced	meeting?Trying	to	capture	every	important	detail	while
actively	engaging	in	the	discussion	can	be	a	real	challenge.Fortunately,	advancements	in	artificial	intelligence	have	paved	the	way	for	innovative	solutions	to	streamline	this	process.An	AI	meeting	assistant	can	effectively	write	meeting	summaries	in	minutes.	These	intelligent	tools	leverage	cutting-edge	technology	to	automatically	transcribe	and
analyze	your	meetings,	making	it	easier	than	ever	to	document	key	points	and	outcomes.One	such	powerful	AI	meeting	assistant	is	Fireflies.ai.	This	incredible	tool	is	designed	to	simplify	the	process	of	writing	meeting	summaries	by	providing	accurate	meeting	transcriptions	and	intelligent	insights.So,	how	does	Fireflies.ai	work	its	magic?When	you
connect	Fireflies.ai	to	your	preferred	communication	platform	like	Zoom,	Microsoft	Teams,	or	Google	Meet,	it	automatically	joins	your	meetings	as	a	virtual	assistant.It	listens	attentively	to	the	conversations,	transcribing	everything	in	real-time.	This	means	you	no	longer	need	to	worry	about	missing	crucial	details	or	jotting	down	notes
feverishly.Fireflies.ai	goes	beyond	simple	transcriptions.	Its	advanced	AI	algorithms	also	help	you:Find	anything	in	a	meeting	using	an	AI-powered	search,	so	you	can	quickly	review	key	information.Collaborate	with	your	team	by	adding	comments	and	reactions	and	easily	sharing	detailed	meeting	notes.Gain	valuable	insights	by	tracking	speaker	talk
time,	sentiment,	and	other	metrics.Automate	workflows	by	integrating	with	CRM	systems	and	project	management	tools.Create	a	self-updating	knowledge	base	from	all	your	voice	conversations.ConclusionIn	conclusion,	mastering	the	art	of	writing	a	meeting	recap	is	essential	for	effective	communication	and	collaboration.By	following	the	techniques
and	guidelines	discussed	in	this	article	on	how	to	write	a	meeting	summary,	you'll	capture	key	points,	provide	clarity,	and	keep	everyone	aligned.So,	whether	you're	a	team	leader	or	a	project	manager,	honing	your	meeting	summary	skills	(with	AI)	will	boost	productivity	and	ensure	successful	outcomes.	Start	implementing	these	strategies	today	and
elevate	your	meeting	summaries	to	new	heights.	Happy	summarizing!	A	meeting	report	summarizes	the	key	discussion	points	and	outcomes	from	a	meeting.	It	serves	as	an	official	record	of	the	meeting	for	members	who	were	present,	as	well	as	others	who	were	unable	to	attend.The	main	purposes	of	a	meeting	report	are:To	document	the	key
decisions,	action	items,	and	next	steps	agreed	during	the	meetingTo	share	meeting	outcomes	with	stakeholders	who	were	not	presentTo	serve	as	a	reference	for	meeting	participants	to	stay	aligned	on	what	was	discussed	and	agreedTo	create	a	permanent	record	of	the	meeting	that	can	be	referred	back	to	in	the	futureA	meeting	report	is	different
from	meeting	minutes	in	that	it	provides	more	of	a	summary	versus	a	detailed	transcript.	It	focuses	on	the	highlights	rather	than	trying	to	capture	everything	that	was	said	word-for-word.Before	the	MeetingBefore	the	meeting,	make	sure	you	have	all	the	key	details	documented,	including:Date	and	time	of	the	meetingLocation	(physical,	video	call,
etc.)List	of	attendees	and	any	absenteesAgenda	and	topics	to	be	discussedHaving	this	information	documented	ahead	of	time	ensures	you	capture	all	the	pertinent	details	in	your	meeting	minutes.	Check	with	the	meeting	organizer	or	manager	if	you	need	any	clarification	on	the	agenda	or	attendees.Gather	any	documents	or	reports	that	may	be
referenced	during	the	meeting	so	you	can	follow	along	and	take	accurate	notes.	If	presentations	will	be	given,	obtain	copies	beforehand	when	possible.Make	sure	you	have	materials	to	take	notes	on	hand.	Laptop,	notebook,	pen	-	whatever	allows	you	to	record	meeting	discussions	efficiently	and	legibly.Mentally	prepare	by	reviewing	the	agenda	and
thinking	about	potential	questions	or	issues	that	may	arise	during	the	meeting.	This	helps	you	participate	more	effectively	and	take	more	meaningful	notes.Arriving	10-15	minutes	early	allows	you	to	get	settled,	set	up	your	materials,	greet	participants,	and	review	any	last	minute	agenda	changes	before	the	meeting	gets	underway.During	the
MeetingTake	detailed	notes	on	discussions,	decisions,	and	action	items	that	come	up.	Having	a	template	for	your	notes	can	help	you	stay	organized.	Include	columns	or	sections	for:Agenda	topics	-	Note	when	each	agenda	item	begins.	Write	a	few	words	to	summarize	key	points.Discussions	-	Document	the	main	discussion	points,	opinions,	and	insights
shared	for	each	agenda	item.	Don't	try	to	capture	everything	word-for-word,	but	summarize	the	essence	of	the	conversation.Decisions	-	Record	any	decisions	made	related	to	agenda	items	like	whether	to	move	forward	with	a	proposal.Action	items	-	Note	any	follow-up	actions	agreed	on,	who	is	responsible	for	each,	and	by	what	date.Questions	-	Jot
down	any	open	questions	raised	that	need	further	follow	up	or	research.Parking	lot	-	List	any	topics	brought	up	that	are	out	of	scope	for	the	current	meeting	to	be	potentially	discussed	later.Having	all	the	key	details	documented	during	the	meeting	means	you	won't	have	to	rely	on	memory	when	compiling	the	report.	Be	sure	to	get	clarification	if
anything	is	unclear	so	your	notes	are	accurate.After	the	MeetingReview	and	organize	your	notes	soon	after	the	meeting	while	the	discussions	are	still	fresh	in	your	mind.	Immediately	after	the	meeting,	review	your	notes	and	expand	on	key	points.	Fill	in	any	gaps	in	your	notes	and	make	sure	everything	is	legible.Organize	your	notes	in	a	logical	order,
such	as	grouping	items	by	agenda	topic.	Number	your	pages.	Highlight	or	star	important	action	items,	decisions,	or	information.If	you	took	notes	on	a	laptop,	print	them	out.	It	can	be	easier	to	review	handwritten	notes	and	annotate	them.	Having	a	paper	version	also	serves	as	a	backup.Review	any	materials	from	the	meeting,	such	as	agendas,
documents,	or	presentations.	Integrate	relevant	information	into	your	notes.Your	goal	is	to	have	a	complete	record	of	the	meeting	that	you	can	easily	reference	when	writing	your	report.	Taking	a	few	minutes	to	organize	and	solidify	your	notes	right	after	the	meeting	will	save	you	time	later.Report	StructureThe	structure	of	a	meeting	report	should
cover	the	key	details	of	the	meeting	in	an	organized	fashion.	Here	are	some	best	practices	for	structuring	meeting	reports:Cover	Page:	Include	the	report	title,	date,	meeting	name,	location,	attendees,	and	other	basic	info.Agenda:	List	the	agenda	items/topics	covered	in	the	same	order	as	the	meeting.Meeting	Notes:	Provide	a	summary	of	the
discussions,	decisions,	and	action	items	for	each	agenda	item.	Use	headings	to	separate	each	topic.Discussions:	For	key	discussions,	summarize	the	main	points	and	different	viewpoints	expressed.	Avoid	verbatim	transcriptions.Decisions:	Note	any	important	decisions	made	related	to	agenda	items.	If	votes	occurred,	include	vote	counts.Action	Items:
List	action	items	in	a	table	format	showing	the	assignee,	action,	and	due	date.	Track	owners	and	deadlines.Next	Steps:	Outline	any	next	steps	decided	on	and/or	the	next	meeting	date	if	set.Attendance:	List	meeting	attendees	and	their	affiliations	in	a	table.	Note	any	key	absences.Appendix:	Include	copies	of	presentations,	documents,	or	other
supplementary	information.Organizing	meeting	reports	in	this	format	ensures	all	important	details	like	discussions,	decisions,	and	action	items	are	documented	for	future	reference.	The	structure	enables	readers	to	quickly	find	the	information	they	need.Writing	the	ReportWhen	writing	your	meeting	report,	focus	on	using	clear,	concise	language	and
active	voice.	This	will	help	ensure	your	report	is	easy	to	read	and	understand.Use	simple	words	and	short	sentences	whenever	possible.	Avoid	complex	jargon	and	acronyms	that	require	the	reader	to	stop	and	decipher	your	meaning.Favor	active	voice	over	passive	voice.	Active	voice	produces	shorter,	more	direct	sentences.	For	example,	"The	team
decided	to	implement	Solution	A"	is	active,	while	"Solution	A	was	decided	to	be	implemented	by	the	team"	is	passive.Organize	information	logically,	grouping	related	points	together	into	neat	paragraphs.	Use	headings	and	bullet	points	to	break	up	long	sections	of	text	and	highlight	important	takeaways.Present	facts	accurately	without	exaggeration
or	opinion.	Meeting	reports	are	formal	documents,	so	avoid	using	slang,	idioms,	or	unnecessary	words.Adopt	a	professional	but	conversational	tone.	While	reports	should	not	contain	casual	language,	you	can	inject	some	personality	to	avoid	sounding	overly	stiff	and	formal.Proofread	carefully	before	sending	your	report.	Check	for	spelling	and
grammar	errors.	Read	the	report	out	loud	to	catch	awkward	phrasing.Writing	meeting	reports	with	clear,	concise	language	improves	readability	and	ensures	your	key	messages	are	communicated	effectively.	Investing	time	to	polish	your	writing	will	result	in	a	more	professional,	polished	report.Covering	DiscussionsA	key	part	of	the	meeting	report	is
summarizing	the	main	discussions	that	took	place.	This	provides	a	record	of	the	key	points	raised,	opinions	shared,	and	decisions	made	through	the	conversations.When	covering	discussions	in	your	meeting	report:Briefly	summarize	the	main	points	brought	up	in	each	agenda	item.	Don't	try	to	capture	everything	word-for-word,	but	highlight	the
essence	of	what	was	discussed.Note	any	important	decisions,	conclusions,	or	actions	agreed	during	the	discussions.	This	helps	confirm	what	was	decided.Be	objective	in	your	descriptions	without	injecting	your	own	opinions	or	commentary.Use	subheadings	to	structure	this	section	by	each	agenda	item	or	topic.	This	helps	the	reader	quickly	locate
details	on	a	particular	discussion.Mention	any	strong	views	or	differences	of	opinion	expressed.	But	don't	make	it	personal	by	naming	individuals.If	certain	items	provoked	lengthy	debate,	focus	on	s...Output	trimmed	for	rendering.	Click	View	Full	for	full	output."	"1.	Writing	Meeting	Reports	That	Matter:	A	Step-by-Step	GuideMeeting	Minutes	Made
Easy:	Craft	Comprehensive	Reports	in	5	StepsMeeting	Report	Writing	Hacks:	Tips	to	Make	Your	Reports	Stand	Out"	"Learn	to	write	effective	meeting	reports:	prepare,	take	notes,	organize,	write	clearly,	and	proofread	for	concise,	comprehensive	summaries."​Preparing	For	The	MeetingBefore	attending	a	meeting,	you	should	take	some	time	to	prepare
properly.	This	will	help	ensure	the	meeting	stays	on	track	and	runs	smoothly.	Some	tips	for	preparing	include:Review	the	agenda	ahead	of	time.	Make	sure	you	understand	the	purpose	and	flow	of	the	meeting,	so	you	know	what	to	expect.	Look	at	timings	as	well	to	get	a	sense	of	how	much	time	is	allocated	to	each	topic.Understand	the	meeting	goals
and	desired	outcomes.	Check	if	there	are	any	documents	that	state	the	objectives	for	the	meeting.	Knowing	these	ahead	of	time	allows	you	to	stay	focused	on	the	desired	results.Know	who	is	attending.	Get	familiar	with	who	will	be	at	the	meeting	and	their	roles.	Understanding	their	goals	and	concerns	can	help	you	follow	the	discussion	more
closely.Gather	relevant	documents.	Print	out	or	access	any	documents	you	may	need	to	refer	to,	such	as	reports,	proposals,	data,	or	past	meeting	notes.	Having	these	readily	available	means	you	can	consult	them	when	needed.Prepare	any	materials	you	need	to	present.	If	you	have	to	give	a	presentation	or	lead	a	discussion,	have	your	materials
finalized	well	in	advance.	Test	any	equipment	you'll	be	using	right	before	the	meeting.Being	well	prepared	is	the	best	way	to	ensure	you	can	participate	fully	in	the	meeting	and	take	accurate,	complete	meeting	notes.Taking	Notes	During	The	MeetingEffective	note-taking	during	meetings	is	crucial	for	writing	an	accurate	meeting	report	afterwards.
Here	are	some	strategies	for	taking	great	notes:Use	a	notebook	dedicated	just	for	meeting	notes.	This	keeps	all	your	notes	organized	in	one	place	for	easy	access	later.Write	down	the	date/time	of	the	meeting,	attendees,	and	agenda	at	the	top.	This	helps	jog	your	memory	and	gives	context	to	your	notes.Capture	key	discussion	points,	decisions,	and
action	items.	Bullet	point	or	number	these	for	easy	scanning	later.Take	notes	in	your	own	words	instead	of	trying	to	transcribe	word-for-word.	Focus	on	jotting	down	the	most	essential	information.Use	abbreviations,	symbols,	and	shorthand.	For	example,	write	"A	for,	B	against"	instead	of	full	names	when	recording	votes.Note	relevant	details	like
deadlines,	obstacles	discussed,	and	names	of	any	documents	referenced.Don't	get	bogged	down	trying	to	note	everything.	Focus	on	writing	just	enough	to	spur	your	memory	later.Leave	space	between	sections	so	additional	notes	can	be	added	during	follow-up	conversations.Keep	your	notes	as	neat	and	legible	as	possible.	You'll	thank	yourself
later!Star	or	highlight	key	decisions	and	action	items	so	they	are	easy	to	find.If	you	miss	something,	mark	the	spot	and	get	clarification	after	the	meeting	or	from	the	minutes.With	practice,	you'll	develop	your	own	shorthand	style	and	note-taking	rhythm.	The	key	is	being	selective	and	capturing	the	essence	of	discussions	concisely.	Your	notes	provide
the	basis	for	the	official	meeting	report.Organizing	Your	NotesAfter	the	meeting	has	finished,	it's	time	to	organize	all	of	the	notes	you	took	into	logical	sections	and	turn	them	into	coherent	writing.Review	your	notes	soon	after	the	meeting	while	it's	still	fresh	in	your	mind.	Read	through	all	of	your	notes	to	refresh	your	memory	of	everything	that	was
discussed.Organize	your	notes	into	logical	sections	and	group	related	items	together.	For	example,	you	may	have	one	section	for	the	meeting	agenda	items,	another	for	the	decisions	that	were	made,	and	a	third	section	for	action	items	and	next	steps.Within	each	section,	arrange	your	notes	in	a	logical	order,	such	as	chronological	order.	Number	your
points	so	they	follow	a	clear	sequence.Format	your	notes	into	full	sentences	and	paragraphs	to	turn	them	into	readable	prose.Fill	in	any	gaps	in	your	notes	by	consulting	your	memory,	slides,	handouts	or	other	meeting	participants.	Reconstruct	the	discussions	and	narrative	flow.Clarify	any	shorthand,	abbreviations	or	unclear	notes	while	you	can	still
remember	the	context.Organizing	your	notes	soon	after	the	meeting	will	help	you	turn	your	raw	notes	into	a	coherent	first	draft	while	everything	is	still	fresh	in	your	mind.	With	your	notes	neatly	arranged	into	logical	sections,	you'll	be	ready	to	start	writing	the	full	report.Writing	The	ReportA	meeting	report	should	follow	a	standard	structure	to
ensure	all	important	details	are	captured:Background	-	Provide	context	by	summarizing	the	purpose	of	the	meeting,	when	and	where	it	took	place,	who	attended,	and	any	relevant	background	information.Agenda	-	List	the	topics,	presentations,	or	agenda	items	that	were	planned	to	be	covered	during	the	meeting.Discussion	Summary	-	Provide	an
overview	of	the	key	points	raised	and	topics	covered	during	the	meeting.	Focus	on	summarizing	the	most	relevant	discussions	and	conclusions.Decisions	-	Explicitly	list	any	decisions	that	were	made	during	the	meeting,	who	agreed	to	them,	deadlines,	and	next	steps.Action	Items	-	Note	any	follow-up	actions	that	need	to	be	completed	after	the
meeting,	who	they	are	assigned	to,	and	their	deadlines.Next	Steps	-	Briefly	summarize	what	will	happen	moving	forward	in	terms	of	next	meetings,	future	plans	related	to	the	topics	discussed,	upcoming	milestones,	etc.The	report	should	be	written	clearly	and	concisely	to	inform	those	who	did	not	attend	the	meeting	about	the	key	outcomes	and	what
needs	to	happen	next.	Use	an	official,	professional	tone	without	overly	formal	language.Summarizing	DiscussionsA	meeting	report	should	provide	a	summary	of	the	key	discussions	that	took	place,	without	attempting	to	transcribe	every	word	that	was	said.	Focus	on	accurately	capturing	the	main	points	and	conclusions	without	getting	bogged	down	in
minor	details.When	summarizing	discussions,	aim	to	distill	the	conversation	down	to	the	essential	information.	Identify	the	key	topics	covered	and	highlight	the	main	arguments	made	by	various	participants.	Capture	the	core	issues	debated	and	any	important	insights	that	emerged.To	summarize	effectively:Note	who	led	particular	discussions	and
their	key	pointsDocument	areas	of	agreement	and	disagreementRecord	any	decisions	or	conclusions	reachedHighlight	unresolved	issues	to	be	followed	upFocus	on	substantive	points	relevant	to	the	purpose	of	the	reportAvoid	attempting	to	capture	verbatim	transcripts	of	what	each	person	said.	Keep	summaries	concise	and	well-organized.	Remain
neutral	and	objective	in	describing	the	discussions	-	do	not	inject	your	own	interpretations	or	judgments.	The	goal	is	to	provide	an	accurate	record	of	the	key	messages	exchanged.With	practice,	you	can	become	skilled	at	synthesizing	discussions	efficiently.	Invest	time	listening	carefully	during	meetings	to	identify	central	themes	and	conclusions.
Sharp	active	listeni...Output	trimmed	for	rendering.	Click	View	Full	for	full	output."completed"	"COMPLETE"	"How	to	write	meeting	reports?	"	"##	IntroductionA	meeting	report	summarizes	the	key	discussion	points	and	outcomes	from	a	meeting.	It	serves	as	an	official	record	of	the	meeting	for	members	who	were	present,	as	well	as	others	who	were
unable	to	attend.The	main	purposes	of	a	meeting	report	are:To	document	the	key	decisions,	action	items,	and	next	steps	agreed	during	the	meetingTo	share	meeting	outcomes	with	stakeholders	who	were	not	presentTo	serve	as	a	reference	for	meeting	participants	to	stay	aligned	on	what	was	discussed	and	agreedTo	create	a	permanent	record	of	the
meeting	that	can	be	referred	back	to	in	the	futureA	meeting	report	is	different	from	meeting	minutes	in	that	it	provides	more	of	a	summary	versus	a	detailed	transcript.	It	focuses	on	the	highlights	rather	than	trying	to	capture	everything	that	was	said	word-for-word.​Writing	the	ReportWhen	writing	your	meeting	report,	focus	on	using	clear,	concise
language	and	active	voice.	This	will	help	ensure	your	report	is	easy	to	read	and	understand.Use	simple	words	and	short	sentences	whenever	possible.	Avoid	complex	jargon	and	acronyms	that	require	the	reader	to	stop	and	decipher	your	meaning.Favor	active	voice	over	passive	voice.	Active	voice	produces	shorter,	more	direct	sentences.	For	example,
"The	team	decided	to	implement	Solution	A"	is	active,	while	"Solution	A	was	decided	to	be	implemented	by	the	team"	is	passive.Organize	information	logically,	grouping	related	points	together	into	neat	paragraphs.	Use	headings	and	bullet	points	to	break	up	long	sections	of	text	and	highlight	important	takeaways.Present	facts	accurately	without
exaggeration	or	opinion.	Meeting	reports	are	formal	documents,	so	avoid	using	slang,	idioms,	or	unnecessary	words.Adopt	a	professional	but	conversational	tone.	While	reports	should	not	contain	casual	language,	you	can	inject	some	personality	to	avoid	sounding	overly	stiff	and	formal.Proofread	carefully	before	sending	your	report.	Check	for	spelling
and	grammar	errors.	Read	the	report	out	loud	to	catch	awkward	phrasing.Writing	meeting	reports	with	clear,	concise	language	improves	readability	and	ensures	your	key	messages	are	communicated	effectively.	Investing	time	to	polish	your	writing	will	result	in	a	more	professional,	polished	report.Covering	DiscussionsA	key	part	of	the	meeting
report	is	summarizing	the	main	discussions	that	took	place.	This	provides	a	record	of	the	key	points	raised,	opinions	shared,	and	decisions	made	through	the	conversations.When	covering	discussions	in	your	meeting	report:Briefly	summarize	the	main	points	brought	up	in	each	agenda	item.	Don't	try	to	capture	everything	word-for-word,	but	highlight
the	essence	of	what	was	discussed.Note	any	important	decisions,	conclusions,	or	actions	agreed	during	the	discussions.	This	helps	confirm	what	was	decided.Be	objective	in	your	descriptions	without	injecting	your	own	opinions	or	commentary.Use	subheadings	to	structure	this	section	by	each	agenda	item	or	topic.	This	helps	the	reader	quickly	locate
details	on	a	particular	discussion.Mention	any	strong	views	or	differences	of	opinion	expressed.	But	don't	make	it	personal	by	naming	individuals.If	certain	items	provoked	lengthy	debate,	focus	on	s...Output	trimmed	for	rendering.	Click	View	Full	for	full	output."	"1.	Writing	Meeting	Reports	That	Matter:	A	Step-by-Step	GuideMeeting	Minutes	Made
Easy:	Craft	Comprehensive	Reports	in	5	StepsMeeting	Report	Writing	Hacks:	Tips	to	Make	Your	Reports	Stand	Out"	"Learn	to	write	effective	meeting	reports:	prepare,	take	notes,	organize,	write	clearly,	and	proofread	for	concise,	comprehensive	summaries."​​​​​Glyph	AI	offers	a	transformative	solution	for	businesses	looking	to	streamline	their	meeting
documentation	process.	By	leveraging	advanced	transcription	and	language	models,	the	platform	automatically	transcribes	meetings	and	generates	detailed	reports,	including	summaries,	action	items,	and	key	insights.	This	ensures	that	businesses	can	focus	on	the	discussion	without	worrying	about	note-taking,	significantly	improving	productivity
and	ensuring	that	no	detail	is	overlooked.	Glyph	AI's	innovative	approach	to	meeting	management	allows	teams	to	efficiently	capture	and	act	on	important	information,	revolutionizing	the	way	meetings	are	documented.​​	In	the	modern	workspace,	meetings	have	become	an	essential	part	as	they	provide	an	opportunity	to	collaborate,	share	ideas,	and
make	important	decisions.	However,	with	the	increasing	frequency	and	complexity	of	meetings,	it	can	be	challenging	to	keep	track	of	everything	discussed	during	the	meeting.	This	is	precisely	why	meeting	summaries	are	vital.A	meeting	summary	or	recap	offers	a	streamlined	and	condensed	version	of	the	meeting's	key	points	and	outcomes	-	making
it	easier	for	stakeholders	to	scan	and	obtain	the	information	they	need.Not	sure	how	to	write	a	meeting	recap?	No	worries.	In	this	article,	we	will	explore	the	best	practices	for	creating	an	effective	meeting	summary	that	captures	the	essence	of	the	meeting,	along	with	meeting	summary	examples	to	get	you	started	immediately!What	is	a	meeting
summary?	A	meeting	summary	(or	meeting	recap)	is	a	concise	overview	of	important	discussions,	decisions,	and	action	items	from	a	meeting.It	is	typically	sent	as	an	email	to	stakeholders	so	that	they	know	what	happened	at	a	glance.The	core	purpose	of	the	meeting	summary	is	to	remind	attendees	about	the	tasks	and	specific	responsibilities
assigned	to	them.	A	few	things	that	a	meeting	summary	should	include	are	decisions,	due	dates,	deadlines	of	tasks,	session	recap,	etc.		Who	is	responsible	for	writing	a	summary?Typically,	the	person	who	leads	the	meeting	would	also	be	responsible	for	creating	the	meeting	summary.	However,	in	some	companies,	there	may	be	a	designated	person
responsible	for	the	task.	In	any	case,	the	person	charged	with	this	responsibility	will	often	be	someone	who	is	actively	engaged	in	the	meeting	and	has	a	clear	understanding	of	the	meeting	goals	and	talking	points.A	meeting	summary	should	be	created	as	soon	as	the	meeting	ends	while	the	information	is	still	fresh	in	everyone's	minds	to	guarantee
that	the	information	is	accurate.	It	should	then	be	circulated	to	all	participants	and	stakeholders	that	were	invited	to	the	meeting.	Meeting	summary	vs.	meeting	minutes	While	both	the	meeting	summary	and	meeting	minutes	provide	a	record	of	what	was	discussed	during	the	meeting,	they	differ	in	certain	aspects.	Let's	compare	and	contrast	the
meeting	summary	and	meeting	minutes	in	the	following	table.		Meeting	Summary	Meeting	Minutes	Description	Simply	put,	a	meeting	summary	is	a	less	detailed	recap	of	the	meeting.	Think	of	it	like	a	brief	and	concise	synopsis	that	covers	the	key	details,	action	items,	and	discussions.	Unlike	the	meeting	summary,	the	meeting	minutes	are	a	detailed
report	that	covers	'minutes'	details	of	the	session.	Think	of	it	like	an	official	meeting	documentation	that	covers	a	clear	meeting	agenda,	timelines,	decisions,	action	items,	etc.	Purpose	The	purpose	of	the	meeting	is	to	help	attendees	recollect	the	main	ideas	of	the	entire	session.	Despite	its	name,	meeting	minutes	do	not	cover	minute-by-minute	details
of	the	session.	Instead,	it	includes	action	items,	decisions	made,	and	the	next	steps	planned.	It's	like	a	lengthy	version	of	a	meeting	summary	that	digs	deep	into	what's	happened	during	the	session.	Tone	It	is	typically	written	in	an	informal	tone	with	an	email	format.	The	meeting	minutes	are	written	in	a	formal	tone	with	a	well-structured	format.	Use
Often,	the	host	shares	the	meeting	summary	with	the	attendees	or	team	members	to	ensure	they	understand	everything	about	the	meeting.	This	detailed	report	or	official	document	is	generally	used	as	a	reference	for	anyone	who	has	attended	the	meeting.	When	it	is	written	The	meeting	summary	is	generally	written	after	the	virtual	session	ends.
Unlike	the	summary,	the	meeting	minutes	are	written	during	the	virtual	meeting.	How	to	write	a	perfect	meeting	summary?	A	great	meeting	summary	should	capture	the	most	important	information	from	the	meeting	and	provide	an	overview	to	enable	participants	and	stakeholders	to	understand	what	was	discussed	and	agreed	upon.	It	must	also	be
clear,	concise,	and	easy	to	read.	Ready	to	write	a	meeting	summary?	Here’s	how.1.	Take	detailed	notes	The	first	step	is	to	create	detailed	meeting	notes	by	actively	listening	and	writing	the	key	points.	You	can	either	use	the	old-fashioned	pen-and-paper	method	or	a	digital	note-taking	platform	like	Google	Docs,	Google	Keep,	etc.	If	you	have
permission	to	record	the	meeting,	that’s	even	better,	as	manual	note-taking	during	a	meeting	could	be	arduous	and	sometimes	result	in	inaccurate	or	incomplete	notes.	Pro	tip:	Use	the	Notta	AI	note-taker	to	record	conversations	(for	both	online	and	in-person	meetings)	and	generate	high-quality	meeting	transcripts,	which	you	can	refer	to	when	you
write	the	meeting	summary.	2.	Highlight	key	points	or	discussions	The	summary	should	include	the	key	takeaways	and	highlights	of	the	meeting	in	simple	language.	Start	by	identifying	the	decisions	made	in	the	meeting	and	organize	them	based	on	the	priority	level.	While	crafting	a	summary,	ensure	it	is	clear	and	concise	to	help	everyone	quickly
understand	the	context.	You	must	clarify	the	roles	and	responsibilities	of	the	attendees	to	avoid	long-term	confusion.	3.	Add	clear	action	items	The	next	thing	you'll	need	to	include	while	writing	the	meeting	summary	is	a	section	with	action	items.	The	recap	should	have	clear	details	that	directly	address	the	doubts	or	questions	that	team	members
might	have.	The	action	item	list	should	include	the	task	assigned,	the	exact	deadline,	and	who	is	responsible	for	which	tasks.	This	valuable	roadmap	will	help	complete	tasks	faster,	eliminating	the	chances	of	confusion	in	the	later	stages.	Pro	tip:	Notta	can	not	only	provide	a	complete	transcript	but	also	create	a	summary	with	advanced	AI	algorithms	in
seconds,	saving	you	valuable	time.4.	Include	key	takeaways	at	the	bottom	Regardless	of	how	well	you've	crafted	the	summary,	it	should	have	a	note	closer	or	a	key	takeaways	section	at	the	bottom.	This	short	part	will	include	the	tasks	decided	and	the	team	members.	5.	Attach	supporting	documents	(optional)	If	you	want	to	present	some	information
clearly	in	the	summary,	add	a	supporting	document	or	reference.	It	can	be	anything,	such	as	a	presentation,	spreadsheet,	report,	client	brief,	etc.	With	these	documents,	you	can	make	the	concept	more	clear	and	ensure	the	tasks	are	completed	on	time.	6.	Proofread	and	make	necessary	editsNo	one	likes	an	error-ridden	or	inaccurate	report.	Therefore,
proofreading	the	meeting	summary	is	one	of	the	most	vital	steps.Carefully	review	the	meeting	summary	to	ensure	that	it	accurately	reflects	what	was	discussed	during	the	meeting.	Ensure	that	the	focus	is	on	vital	talking	points	and	that	the	details	included	are	true	and	correct.	And	where	you	are	unsure	about	a	fact	or	detail,	revisit	your	meeting
notes	or	recording	to	confirm.Also,	edit	the	summary	for	grammatical	correctness,	logical	consistency,	concision,	and	brevity.	Even	though	these	aspects	focus	more	on	form	than	substance,	they	are	key	indicators	of	the	quality	of	your	summary.	7.	Share	the	meeting	summary	with	all	stakeholdersOnce	you	have	created	the	meeting	summary,	send	it
to	all	the	attendees.	You	can	either	copy-paste	the	summary	to	your	calendar	invite	or	email	it	to	the	team	members.	Confirm	that	everyone	who	is	required	to	know	about	the	meeting	and	its	details	is	on	the	mailing	list.	Capture	every	detail	with	AI	meeting	notesNotta	offers	the	most	integrated	AI	meeting	notes,	summaries,	and	action	items	so



nothing	gets	missed.Summarize	your	meeting	notes	automatically	with	NottaNow	that	I've	gone	over	how	to	write	a	meeting	summary	in	detail,	you	might	be	thinking	you	need	plenty	of	time	to	do	that.	Fortunately,	you	can	make	things	easier	with	an	AI-powered	meeting	summarizer,	and	Notta	is	one	of	the	best	with	rich	features.This	meeting
assistant	helps	you	record	meetings,	generate	real-time	transcripts,	and	summarize	lengthy	texts	into	condensed	words.	Not	only	will	Notta	help	you	save	hours	of	organizing	notes,	but	it	will	also	make	your	summary	better.Here's	how	to	create	an	AI	meeting	summary	using	Notta.	Step	1:	Generate	a	transcriptNotta	has	a	recording	function	that
allows	you	to	record	the	meeting	and	generate	a	transcript	in	real-time.	But	if	you	recorded	the	meeting	with	another	tool,	then	simply	import	the	recording	files	to	Notta	to	get	a	transcript.	Step	2:	Create	a	summaryOpen	the	transcript	page,	then	click	'General	template'	on	the	left	side	to	quickly	generate	a	meeting	recap	with	all	essential
details.	Once	the	AI-generated	summary	is	ready,	select	'Share'	and	send	it	to	the	attendees.	Never	miss	a	detail	againStreamline	your	meeting	documentation	process	with	Notta	AI	meeting	assistant.	Easily	search,	review,	and	share	meeting	notes	and	summaries.Pro	tips	for	writing	a	summary	of	a	conferenceIf	you	are	looking	to	elevate	your
meeting	summary	and	make	the	process	of	writing	one	more	efficient,	here	are	the	best	practices	to	guide	you:	1.	Use	a	meeting	summary	templateMeeting	summary	templates	serve	as	a	guide	for	how	you	will	structure	your	meeting	summary.	Creating	or	adopting	one	before	you	start	writing	your	summary	provides	a	clear	direction	for	your	writing
so	that	you	can	simply	plug	in	the	relevant	details	from	the	meeting.	Pro	tip:	We're	thrilled	to	announce	a	powerful	new	addition	to	Notta:	AI	Templates.	Simply	select	the	template	that	best	fits	your	needs,	and	watch	as	Notta	transforms	your	raw	notes	into	polished,	concise	summaries.2.	Keep	it	concise	and	accurateA	meeting	summary	should	be
brief	and	to	the	point,	focusing	on	the	key	points	and	decisions	made	during	the	meeting.	Avoid	including	unnecessary	details	or	tangents	that	do	not	contribute	to	the	overall	summary.	It	is	also	important	to	ensure	that	the	summary	accurately	reflects	what	was	discussed	and	decided	during	the	meeting.	3.	Organize	the	information	in	a	clear
formatOne	reason	to	create	a	meeting	recap	is	to	make	it	quick	to	review,	which	is	impossible	if	all	the	information	is	put	into	a	long	paraphrase.So,	organize	the	information	in	a	clear	format;	here	are	some	tips:Using	headings	or	subheadings	to	break	up	different	topics	and	sections.Using	bullet	points	or	short	sentences	to	convey	the	key
pointsUsing	different	colors4.	Get	feedbackBefore	circulating	the	summary	to	all	participants	and	stakeholders,	consider	sharing	it	with	trusted	colleagues	who	were	at	the	meeting	to	get	their	feedback	and	ensure	that	the	summary	is	clear	and	accurate.By	following	these	tips,	you	can	create	a	high-quality	meeting	summary	that	effectively
communicates	the	key	points.	This	can	help	ensure	that	everyone	is	on	the	same	page	and	working	towards	the	same	goals.Example	of	a	meeting	summaryFor	those	who	are	planning	to	write	a	meeting	summary	for	their	team	or	client	session,	it	might	be	confusing	to	understand	where	to	start.	That's	why	I've	created	the	ready-to-start	template,	so
you	can	get	off	on	the	right	foot	in	no	time.	Meeting	summary	email	template	If	you	want	to	write	a	meeting	summary	that	only	targets	the	action	items	and	key	discussion,	here's	a	concise	and	crisp	template.	Subject:	Meeting	Summary:	[Title]	conducted	on	[Date]	Example:	Meeting	Summary:	Marketing	session	conducted	on	August	20,	2023.	Hey,
Team!	I	hope	you	have	had	a	productive	session	about	[topic].	Here's	a	quick	meeting	summary	so	everyone	can	understand	what	was	discussed	and	how	we	are	planning	to	move	ahead.	Meeting	Objective:	You	can	explain	the	purpose	or	aim	of	the	meeting	in	one	or	two	sentences.	Here	are	the	key	discussions	and	decisions	we	must	focus	on	as	we
move	ahead.	Also,	I've	included	the	different	topics	discussed	during	the	meeting.Topic	Name	1:	One-line	description	Topic	Name	2:	One-line	descriptionTopic	Name	3:	One-line	description	Action	Items@name	(team	member)	will	complete	the	[task	1]	by	[due	date]	@name	(team	member)	will	complete	the	[task	1]	by	[due	date]@name	(team	member)
will	complete	the	[task	1]	by	[due	date]**If	there	is	more	information	you	want	your	team	members	to	know,	add	a	note	after	the	action	items	section.	[You	can	list	the	documents	or	reference	links	used	by	the	host	or	attendees	during	the	session.]	Thank	you,	team,	for	your	time	and	input	during	the	meeting.	Warm	Regards,	[Your	Name]	Meeting
summary	email	exampleSubject:	Meeting	Recap/Summary:	[Meeting	Title]	Hey,	team!	I	hope	you	all	have	had	a	great	week.	As	per	our	discussion	in	the	last	meeting,	we	are	[here	you	can	mention	the	outcome	of	a	session	such	as	'we	are	going	to	start	a	new	marketing	project'].	Here,	I'll	shed	light	on	the	keynotes	from	the	meeting	conducted	on
[meeting	date/day].	First	things	first	-	start	the	summary	by	highlighting	all	the	important	points	of	the	meeting.	If	you've	resolved	any	issues	during	the	session,	you	can	mention	the	problems	and	solutions.	Always	analyze	the	key	details	discussed	in	the	meeting	so	everyone	can	understand	the	context.	Highlight	the	weekly	and	monthly	priorities	of
action	items	for	a	smooth	workflow.	End	the	bullet	points	by	writing	action	items	or	tasks	assigned	to	each	member	during	the	meeting.	[If	you've	used	any	external	references	or	documents	to	explain	the	concept	during	the	meeting,	add	all	those	links	here.]	(Optional)	[Write	the	next	scheduled	meeting	information	so	all	team	members	stay	in	the
loop.]	So,	team,	that's	it!	You	can	start	the	assigned	tasks	and	keep	other	team	members	updated.	If	you've	any	concerns,	you	can	reply	to	this	email	or	reach	out	to	[mention	any	other	way	like	a	phone	call	or	alternate	email	address].	Thank	you.	Hope	you	all	have	a	great	week	ahead.	Best	Regards,	[Your	Name]	Automate	your	meeting	summariesIf
you	are	still	wondering	how	to	write	a	meeting	summary	that	can	be	shared	with	all	the	teammates	in	a	click,	all	you	need	to	do	is	use	an	AI	meeting	summarizer	like	Notta.	The	AI	meeting	summary	generator	scans	the	content	and	writes	a	summarized	version	so	that	team	members	don’t	have	to	go	back	and	forth	with	the	recorded	audio
files.	Notta's	AI	Summary	Generator	can	automatically	create	a	condensed	transcript	version.	With	a	single	click,	you	can	create	an	AI-generated	meeting	summary	that	includes	main	points,	key	takeaways,	and	action	items.	Sign	up	for	a	free	Notta	account	and	let	the	AI	meeting	assistant	handle	your	transcription	and	summarizing	tasks.	FAQsWhat
are	the	meeting	summary	key	points?	The	key	points	of	the	meeting	summary	should	help	you	and	your	team	members	recall	all	the	important	details	discussed.	Below	are	some	of	the	highlights	you	should	include	while	crafting	a	well-structured	summary.	All	the	action	items	or	tasks	assigned	to	the	attendees	with	submission	deadlines	Decisions
made	during	the	virtual	meeting	Any	resources,	documents,	or	references	to	help	teammates	complete	the	given	task	The	key	takeaway	is	to	summarize	the	entire	meeting	in	a	few	sentences	or	bullet	points.	What	is	a	good	meeting	format?	A	well-structured	meeting	format	should	give	attendees	a	clear	picture	of	what	will	happen	during	the	meeting,
who	will	lead	the	task,	and	a	crisp	outline	of	the	topics	discussed.	It	is	usually	sent	before	the	meeting,	so	attendees	can	prepare	themselves.	In	contrast,	a	good	meeting	summary	format	gives	team	members	a	quick	overview	of	what	was	discussed	in	a	meeting.	It	ensures	everyone,	including	the	non-attendees,	can	get	a	clear	understanding	of	the
discussed	topics.	


