[image: image1.png]o @ 4

r 1
COMMUNICATION

FORUM SCOTLAND





Minutes template

Page three of this document is a template for the minutes of a meeting.  It is a Word document, so you can amend it for your own use. 
Consider developing an accessible template which can be used throughout your organisation.  This will save time and money. 
Instructions for use 

It is easier to add new pages before you start.

The table is provided to allow symbols and related text to be aligned quickly and easily. 
Visual images 
Adding images to an MS Word document is slightly tricky. In order to change the images in the template you will have to:

· click to select the symbol you wish to replace and delete it

· click the place where you want the new symbol to appear

· select ‘Insert/Picture/From file’ on the menu bar 
· in the dialogue window, find the symbol you require in the ‘Minutes symbols’ folder on this CD 

· select it and click the ‘Insert’ button. 

· On-line users will first have to access the Toolkit Template section and save the Minutes template and  symbol library documents to their computer. 
Use Microsoft Word to open both the saved template and the symbol library document. Select a symbol from the symbol library document.  Then right click on the required symbol and choose copy from the displayed menu.  Then switch back to the template document and paste the symbol where you want the new symbol to appear.

· with the symbol selected, in the Picture toolbar use the wrapping button to select the ‘in front of text’ option. This will put the picture ‘above’ the text and allow you to move it around freely without affecting the rest of the page contents.

Once in place you will have to resize the symbol to fit the space available. Do this by “dragging” one of the corners of the symbol while it is selected. If it doesn’t have draggable corners you will need to click on it to select it. 

Written text 

Please consider more than font size.  Keep language clear and simple, avoid jargon and explain abbreviations.

Text can be typed into the boxes in the right hand column. The cell will expand automatically as you type. The font size is set at 12 points.  If you need to increase this size, select the table cells in the right hand column below the title cell and apply the text formatting to all the cells.  
Talk for Scotland Toolkit           March 2008

www.communicationforumscotland.org.uk
	Minutes of meeting

Held on 21 February 2009

At Whatever Resource Base
	[image: image2.wmf]

	[image: image3.wmf]
	People who were at the meeting:

	[image: image4.wmf]
	People who missed the meeting:

	[image: image5.emf]
	Agenda Item 1

(in this example: Information from chairperson)

	[image: image6.wmf]
	Agenda Item 2

(in this example: Budget cuts)

	[image: image7.wmf]
	Agenda Item 3

(in this example: Public transport)

	[image: image8.wmf]
	Matters arising:

	[image: image9.wmf]
	Date of next meeting:


