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The Meeting Memo 

Moving from talk to action

eeting facilitation involves 

three core processes: 

preparation, conduct and 

follow through. In a previous article, I 

discussed the importance of 

preparing for a meeting by developing 

a focused agenda.  My next article 

provided a structure for facilitating 

the meeting. This month I’ll discuss 

the third core process: following 

through and  translating your meeting 

results into  action. 

Minutes are vital 
It’s a source of wonder to me how 

many groups conduct important 

meetings and then fail to provide any 

documentation that the meeting took 

place. Recording the decisions made 

and the actions agreed upon is critical 

to fixing responsibility for those 

decisions and actions. There’s an old 

saying, “if it isn’t in writing, it never 

occurred.” 

Meeting minutes provide two very 

important functions. First they serve 

as a record of what was agreed to at 

the meeting. Second, they allow for 

the inclusion in the decision-making 

process of stakeholders who could 

not be present at the meeting. 

Despite the importance of meeting 

minutes, many organizations fail to 

prepare them. The single biggest 

reason for this failure is time. Many 

organizations just don’t have time to 

write up the minutes from a meeting. 

When I’m told, “We don’t have time for 

that,” I usually find that one of two 

conditions are present. The first is that 

the task of preparing minutes is not 

part of the meeting facilitation process 

and hence an “additional duty”. The 

second is that the expectation is that 

the minutes will be a verbatim 

transcript of what was said. 

There is a better way: the meeting 

memorandum. 

Meeting memorandum 
In any meeting, the two most 

important items that you want to 

record are 1) the decisions that were 

made and 2) the actions that the group 

agreed would be taken following the 

meeting. There are other things that 

are useful to know but these two items 

are the most important. 

Rather than the typical meeting 

minutes that focus on the meeting 

itself, the meeting memorandum 

focuses on outcomes not process.  It 

M 



Emergency Management Solutions  March 2012 
 

 
2 | P a g e   ©Lucien G. Canton March 2012 

 

records decisions and action items. As part of 

the meeting facilitation process, it builds on the 

two other core processes and presents a more 

complete picture of the meeting than the 

traditional meeting minutes. 

Meeting memorandum format 
The meeting memorandum contains six basic 

components. These are summarized in a one or 

two page memorandum with supporting 

documents attached as necessary. This 

memorandum also contains information (drawn 

from the agenda) on meeting type, location, 

expected outcomes, etc. I also include a list of 

invitees and actual attendees but you could also 

include a sign in sheet as an attachment. 

The six basic components are; 

1. The meeting agenda. This should include 

any adjustments made during the meeting 

to accurately reflect what was actually 

discussed. 

2. Summary of key decisions. What was 

decided at the meeting? 

3. Group memory. These are the comments 

you recorded during the meeting. 

Remember that these items were approved 

by the person making the comments and 

should therefore accurately reflect key 

discussion items. 

4. Unresolved issues. This is a copy of the 

group “parking lot”. These unresolved 

issues are possible future agenda items. 

5. Action plan. These are the tasks that the 

group agreed to accomplish. This should 

specify what the action is, who will do it, 

and the date by which it is to be 

accomplished. 

6. Meeting review. This is usually a two 

column chart highlighting things that went 

well and things that need to be improved 

for the next meeting.  

If you look closely at the six basic components, 

you’ll note that all of them are drawn from the 

tools used to facilitate the meeting, making it 

easy to assemble. The only additional work is 

the preparation of the two-page memorandum 

itself. 

The beauty of this approach is that someone 

reading the memorandum can immediately 

focus on the outcomes: what was decided and 

what actions will be accomplished. If they wish 

additional information, they can refer to the 

attachments. There’s no need to read several 

pages of transcript to find out what happened 

at the meeting. 

Using the memorandum 
The secret to using the memorandum is to 

distribute it first as a draft and provide time for 

attendees to submit changes.  This elicits a tacit 

agreement to the contents. That is, in the 

absence of any objection, everyone has, in 

essence, agreed to both the accuracy of the 

memorandum and, most importantly, to the 

action plan. 

The meeting memorandum also provides value 

as you develop your next meeting’s agenda. You 

can use the memorandum to determine if you 

need to add an item reviewing the progress of 

any of the action items. You can also review the 

unresolved issues to develop new agenda items 

and use the meeting review to help correct 

minor problems with the meeting process. 

Following through after the meeting is the third 

core process in meeting facilitation. It’s what 

keeps your meeting from just being a social 

occasion and helps you produce actual results. 

It moves you from talk to action.  


