
MINUTES

People make preparing minutes out to be a lot worse than it really is.  Minutes are simply the written record of the proceedings of a deliberative assembly.  They serve to record the actions taken at a meeting, not what was said at that meeting.

WHAT TO PUT IN, WHAT TO LEAVE OUT

Robert’s Rules of Order recommends that minutes contain the following items:

· Kind of meeting (regular, special, etc.)
· Name of the organization
· Date, time and place of the meeting
· Names of presiding officer and secretary, or in their absence, their substitutes
· The approximate number of members present (optional)
· The establishment of a quorum (optional)
· Record of the action taken on the minutes of the previous meeting
· The exact wording of each motion as it was voted on, and whether it passed or failed, along with the name of the maker.  In addition, if the vote was counted, the count should be included, as well as the tellers’ reports, if any; in roll call votes, the record of each person’s vote is included.
· Any notice given at the meeting.  Previous notice is sometimes required, such as with amendments to bylaws; if any such notice was given at the meeting, it should be included in the minutes.
· Points of order and appeals
· For committee reports, the name of the committee, and the reporting member.  If the committee provides a printed report, attach it to the minutes and note that it is attached.
· The hour of adjournment.
Robert’s Rules of Order is equally clear about what should not be included in the minutes.  The following should not be included:

· The opinion or interpretation of the secretary

· Judgmental phrases such as “heated debate” or “valuable comment”

· Discussion.  Minutes are a record of what was done at the meeting, not what was said at the meeting

· Motions that were withdrawn

· Name of person who seconded the motion

· Flowery language

· Reports in detail

· Transcripts of the meeting.  While some groups choose to have a transcript of the meeting, it should never substitute as minutes of the meeting.

GETTING MINUTES APPROVED

Minutes are made official only after they are approved, which usually takes place at the next meeting.   After the minutes have been corrected and approved by the membership, they should be signed by the secretary (the president’s signature is not required).  The word “approved” and the date of approval should also be included.   

The official copy of the minutes is the property of the organization.  Minutes should be kept by the secretary if the organization does not have a headquarters office.  If there is an office, the official copy of the minutes should be kept there.  The official copy of the minutes should have attached to it the original signed of each of the following:

· Committee reports

· Officers’ reports

· Written motions

· Tellers’ reports

· Correspondence

If the secretary distributes copies of the minutes to the members, it isn’t necessary to include all of the attachments with them.  Instead, you can include a brief summary of the attachments or at least a reference to them.  Members can get a copy of them from the secretary if they wish to review them.

THE LEAST YOU NEED TO KNOW

The minutes should be a record of the actions taken by the group, not a record of what was said at the meeting.

Once minutes are accepted by the membership, they become the official record of the meeting.

It may be helpful to use a template when preparing minutes.  Below is an example.

SAMPLE MINUTES TEMPLATE

Minutes of (Organization Name)

Meeting Date: January 21, 2005

Call to order:  A (kind of meeting) meeting of the (organization name), was held in  (place, city, state) on (date).  The meeting convened at  (time), President (name) presiding, and (name), secretary.

Members in Attendance: (optional item) (Some small organizations choose to list attendees.  This works well for boards of directors.  Also, acceptable to list attendees as Attachment 1)

Members not in Attendance: (optional item)

Approval of minutes: Motion made by (name), and seconded to approve the minutes of the (date) meeting.  Motion carried.

Officers’ reports:


President


Vice President


Secretary


Treasurer

Board and committee reports:

Unfinished business:


(Subject title)


Motion: Moved by (name) the (state motion).


Motion carried.  Motion failed.  (leave only one of these)

New business:


(Subject title)


Motion: Moved by (name) the (state motion).


Motion carried.  Motion failed.  (leave only one of these)

Announcements:

Adjournment:  The meeting was adjourned at (time).

_________________





_______________

     Secretary






   Date of approval

(Organization Name)

