The Anatomy of Minutes

Minutes are required to record only action taken during business meetings of the club.  They need to be written carefully and preserved for future use.  Discussion should not be recorded. 

The following information must be included:
· Name of Club and type of meeting

· Date and place of meeting

· Who called the meeting to order and what time

· Identify the presiding officer with title

List the following information: 

· The number of members present (names not necessary) 

· Reports of officers, divisions and special committees 

Minutes record the business transacted.  It is, therefore, very important to record the exact wording of all motions, the maker of the motion, and whether the motion carried, failed or was tabled. 

A motion that is withdrawn is not mentioned in the minutes.  However, if the motion is seconded and restated to the assembly by the presiding officer, the motion is owned by the assembly and should be recorded in the minutes.

Include the time of adjournment. 

Do not include “Respectfully Submitted.”  Just type your name and title leaving room for your signature.  Some clubs require the President to sign the minutes as well.  This is an individual policy – not a requirement. 

From District Secretary, Kathy Elevier (lke2000@earthlink.net)

