Sample Minutes


The record of proceedings of a deliberative assembly is called the minutes.  The minutes should contain a record of what was done, not what was said.


The first paragraph should contain the following information:

1. the kind of meeting: regular, special, adjourned regular, adjourned special

2. the name of the organization or the assembly

3. the date and time of the meeting and the place if it is not always the same

4. the fact that the regular presiding officer and secretary were present or, in their absence, the names of their substitutes

5. whether the minutes of the previous meeting were read and approved (as read or as corrected) and the date of that meeting if it was other than the regular meeting

The body of the minutes should contain a separate paragraph of each subject matter.  It should show:

1. all main motions and motions that bring a question before the assembly (except any that were withdrawn) giving

a. the exact wording of the motion as it was adopted or otherwise disposed of, mentioning the fact that it was debated or amended only parenthetically

b. the disposition of the motion, including, if it was only temporarily disposed of, any pending amendments or other adhering secondary motions

c. usually, in the case of important motions, the name of the mover 

2. all notices of motions

3. all points of order and appeal, whether sustained or lost, and the chair’s reason for his/her ruling

The last paragraph should show the hour if adjournment.

The secretary should sign the minutes, and, if the assembly wishes, the president can also sign.

If there is a counted vote or a vote by ballot, the number of votes on each side is recorded.

If a committee report is of great importance or should be recorded for a special reason, the assembly can order it to be entered in the minutes.  In such a case, the secretary then copies it in full in the minutes.

The name of a guest speaker and his/her subject can be recorded, but no summation of his speech is made.
Sample Set of Minutes

The regular monthly meeting of the Cardinal Business and Professional organization was held Tuesday, November 13, 2001, at 6:00 P.M.   President Susan Russell called the meeting to order.  The officers present were:  April Taylor, President Elect; March Moore, Recording Secretary; May Thomas, Treasurer and June Brooks, Parliamentarian.  The minutes of the previous meeting were read and approved as read.


The secretary reported the receipt of a request from the Dare to Care food program asking the club to participate in the project.  A motion was adopted “that the Club participate in the Dare to Care project by the members bringing to meetings items of suggested basic foods, lists of which will be distributed to members.”


The treasurer reported as follows:


Balance on hand October 1


$765.84


Receipts 




    96.00


Disbursements




    85.00


Balance in hand November 15, 2001

$776.84


The Treasurer reported the receipt of a bill from the Office Supply Company in the amount of $50.00 for letterhead stationary and envelopes.  The question put by the chair “that the bill be paid” was adopted.


Reports from the Membership, Legislation and Public Relations committees were received and placed on file.


The Visiting Committee reported, through its chair, a motion, which after debate and amendment was adopted as follows:  “that a sum of money not to exceed fifty dollars be authorized for the purchase of small blooming plants for distribution during the holiday season.”


The special committee appointed to investigate the needs of the library reported, through its chair, August Jones, a motion which, after debate and amendment, was adopted as follows:  “that the club contributes twenty-five dollars a month to the library for the purchase of new books, preferably for teenagers.”


Because the guest speaker had an unexpected change in plans, the rules were suspended so that his address could be heard.  September Smith, chair of the Program Committee, introduced the speaker, John Day, whose subject was “Cooperation among Community Agencies.”


At the conclusion of Mr. Day’s talk, the motion relating to a seminar on child abuse that was pending when the previous meeting adjourned was taken up.  After debate and amendment, the motion that “a free seminar on child abuse be held at the Community Center in April with a panel consisting of a psychiatrist, a social worker, an emergency room physician, and a juvenile court judge” was rejected.


A motion made by October McCoy, “that the club sponsor a workshop on parliamentary procedure to be held on a Saturday in the spring” was referred to a committee of three to be appointed by the president to investigate the question, including the feasibility of holding such a workshop, the facilities needed, the availability of an instructor, the cost, the amount of any necessary charge, and any other points the committee deems pertinent and to report at the next meeting with recommendations.  The president appointed November Smith, December Smith and January Smith to the committee.


The meeting adjourned at 8:30 P.M.









Summer Wind, Secretary 

