[image: ]
[bookmark: _GoBack][image: ]


image1.png
Minutes - Why Take Them

1. The minutes of an organization are a legal
document and are to be kept until
dissolution.

2. ltis the Official Recording of the meeting.

3. ltis a way to keep the absent members
informed

4. It refreshes the memory of those attending

the meeting(s).

It is a History of the Organization

The Secretary should have prior minutes

available at every meeting for referral
purposes.

/. The Secretary should prepare the minutes
right after the meeting.

8. Use OUTLINE FORM - Use the Subject or
Number the lines in the Minutes for easy
referral and location.

9. Record WHAT WAS DONE; NOT WHAT
WAS SAID.

10. Minutes are NOT a narrative

11. No opinions of the writer in the minutes.

12. When you have a speaker, record the name
of the speaker and subject - NO SPEECH
SUMMARY.
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FIRST PARAGRAPH CONTENTS:

1. Kind of Meeting

2. Name of Group holding the meeting

3. Date and Time of the meeting

4. Location of the meeting

5. It should note that the President and
secretary were present
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6. Note that the previous meeting’s minutes
were approved or approved as corrected or
postponed for approval to the next meeting.

7. Also include if a Secretary Pro-tem was

elected.

BODY CONTENT
1. Each subject should be in a separate

paragraph
2. Include the names of makers of motions
3. Include all motions - WHAT WAS DONE

NOT WHAT WAS SAID
4. Leave out withdrawn motions
5. Include all Points of Order and Appeals with

the Chair’s ruling
6. Include all notices of motions
7. Record motions arising out of reports, NOT

the reports themselves.
8. Record votes:

A) Counted - # in Favor, # Opposed
B) Ballot Votes - Record complete report
of all votes cast, as reported by Tellers and
declared by President/Chair.
C) Report all actions of assembly, whether
adopted or defeated.
D) Record all counted votes for each side

# of votes cast; #of votes necessary to adopt or
elect; # of votes each candidate or side
received; # of illegal votes
LAST PARAGRAPH

1. Close the minutes - include time the
meeting was adjourn. Minutes MUST BE
SIGNED by the person taking/writing the
minutes. When the minutes are approved, write
“Approved” followed by Secretary’s initials.
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