Parliamentary Pointers
Meeting Minutes.... The written legal and public record of the proceedings of a meeting.
     Minutes must state what was done or adopted at a meeting, not what was said!  Minutes must be concise and complete.  Minutes should not reflect the opinion of the secretary.
     A secretary can save time and energy by completing skeletal minutes before the meeting and filling in the details.  With a computer and prepared skeletal minutes, the secretary can have the minutes nearly complete at the end of the meeting.

The first paragraph of the minutes should contain:

1.   The kind of meeting (regular, special, etc.)

2.   The name of the organization, the date and time of the meeting (place, if not always the same)

3.   A statement that the chairman and secretary were present (or the names of the persons who served for them) 

4.   Whether the minutes of the previous meeting were approved....or approved as corrected.

The body of the minutes should contain:

1.  All main motions, including the name of the person who made the motion, and the final disposition of the motion (adopted or lost).  The wording of the motion as it was adopted.

2.  Motions that were referred to a committee or postponed.

3.  Motions that came from committee reports.

The last paragraph should contain:

1.  The time of adjournment.

     Minutes should be signed by the secretary and can also be signed by the president.  The words Respectfully submitted –although occasionally used, represent an older practice that is not essential in signing the minutes.

     The draft of the minutes can be sent to all members in advance of the meeting, usually with the notice of the meeting.  The legal record is only the minutes that are adopted.

     When minutes are corrected, the actual corrections are made in the text of the minutes being approved.  The minutes of the meeting making the corrections merely state corrections were made.
     At the meeting the president (presider) does not have to conduct the procedures for a motion to approve the minutes of the previous meeting.  The presider can state,  “Are there corrections to the minutes?.... If there are no corrections (or no further corrections), the minutes are approved as printed/read.” (This is an assumed motion).  
          When the next regular meeting will not be held within a quarter (3 months), it is advised that a committee be appointed to approve the minutes.  Then, at the next meeting, the secretary reports that “the minutes of the _______ meeting were approved by the minutes approval committee on _______(date).  The members of the committee were _____________, ____________, and __________ (usually two or three members).”
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