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When we talk about minutes, we are talking 
about an information package that contains 
document which describe the flow of a 
meeting and the specific events that 
happened during meeting



• Meeting Number
• Chairman 
• Date of the meeting
• Number of participants
• Guests in the meeting
• Agenda
• Topics discussed
• Voting results

Short form

Complete form

+

Minute Types

• People who were in the discussion
• Verbatim record



1 click

Initial Minutes

 Meeting number 

 Date

 Chairman

 Number of participants 

 Name of guests

 Agenda

 Topics discussed

 People who participated in the discussion

 Voting and results



E-Minutes

Project

Meeting
Number

Supporting 
Documents

Guests

Speeches

Voting

Chairman

Date

Video



1) Real time going process

2) Being informative-completeness



Take a look at e-minutes




