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Auf einen Blick

1. Stunde
Thema: Hold on for a moment, please! — Introducing minute writing
M1 How to become a competent minute-taker / Di
Herausforderungen beim Protokollschreiben.
M2 Step by step — structuring the minutes / Dj
Teile eines Protokolls in die richtige Reihe
M3 How to write the minutes — different tfes of minutes / Die Sc
lernen Ergebnis- und Verlaufsprotokoll ke
M 4a/b How to write the minutes —fill i
Unterschiede und Gemeinsamk
heraus.
Bendotigt: [] Overheadprojektor b
(] Kopien von M 2 bis
[ Scheren fir M 2
2. Stunde
Thema: Notes writing the minutes
M5 Calls and mess — first steps in writing the minutes / Die Schiler

M6 oofreading notes / Die Schiiler erkennen fehler-

Benotigt:

rom the meeting to the minutes — transforming the minutes

A sales department meeting — transforming the minutes / Die Schiler
schreiben ein Verlaufsprotokoll in ein Ergebnisprotokoll um.
Results-oriented minutes — correcting the mistakes / Die Schiiler finden
und korrigieren Fehler im Ergebnisprotokoll.

Benatigt: [ Overheadprojektor bzw. Beamer/Whiteboard
[J Kopienvon M 7 und M 8
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M1 How to become a competent minute-taker

You need to pay attention to a lot of things if you want to write the minutes successfull

T

TR

© 1. Thomas Barwick/DigitalVision, 2. und 3. Klaus Vedfelt/DigitalVision; 4. Tom Werber/DIgeQ(Visi
© RAABE 2019

meeti Besprech®@e — conference room: das Besprechungszimmer —
writj Q) Schreibb§8F—to sit around a table: um einen Tisch herumsitzen
i otizen machen — to write the minutes: Protokoll
nuUte*awer: der/die Protokollant/in — to focus/to concentrate:
ieren — to pay attention to: auf etw. achten — absent-minded:
grstreut —to check with s.b.: bei jmdm. riickfragen —sample:

Tasks

1. Look at the different pictures.

. Describe what you can see. The words in the box will help you.

” In your opinion, what do you have to pay attention to when writing the minutes?
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M3 How to write the minutes — different types of minutes

Did you know that there are different types of minutes?

Tasks
888 1. Onyour own look at the two different types of minutes.
2. Work in groups of four: What is the same, what is different? Take not€s.
3. Fillin the table with the differences and similarities (M 3a). If yo
alternative M3 b with texts in boxes.
4. Discuss: When do you use which type of minutes?

use the

Result-oriented minutes®:
Minutes of the sales department meeting

Presiding employee/Invitation through:
Place: Conference room 412.4
Date: 2 May 1019

Time: 10 a.m.-12 midday

nk Miller, head of de

Present: Martin Fisher, Tina Sandra Tullock
Absent: Marvin Reaves

Minute-taker: Simon Garret

© RAABE 2019

Agenda:

Cancelled 8¥e to not enough participants.
seting: 27 June 2019, 10 a.m.

Presiding employee: Minute-taker:
Frank Miller Simon Garret

© Thinkstock/istockphoto
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How to write the minutes — fill in the table 4b

Task
Fill in the table with the similarities and differences of the two types of minutes.

4 N
the process is being described all the steps that lead to the res
N J and decisions are written
- N S
language: neutral, factual 4
\ Y, only results and decision@&re written
- ~ L down
head: time, place, head of the meeting,
people present, people absent 4
Y date of next a
s N S ’
signatures of person presiding over :
the meeting and of minute-taker
N J J
similarities
result-oriented minutes — agend

process-ori inutes — what people said at the
meeting is written down
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Tips for writing the minutes — a template for mediation

Task
Use this template for the mediation.

Tipps fiir ein gelungenes Protokoll
Ein gutes Protokoll sollte die folgenden 10 Fragen beantworten:

Wann fand das Meeting statt?

1.

2.

5. Welche Schritte/Mainahmen

6. Wer ist fur deren Umsetzung

8.

9.

10. Ist eine Folgebesprechung gepl,

Dos und Don'ts:

Protokoll

Die Teilnehmer erj

Nicht auf das Protokoll Ve

en, auch wenn alle anwesend waren.

onnen weggela werden, wenn

nformationen in das Protokoll schreiben, die die Teilnehmer bloRstellen.

e positive Sprache verwenden.
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