THE MINUTE TAKER


Meeting of:_______________________
(A tool with which the Secretary can record notes



(Name of Club, Organization)

for accurate and orderly writing of the minutes)







Time:_____________ Date:__________








Place:____________________________

Presiding Officer:_____________________________ Theme:___________________

Minutes of past meeting:_________________________________________________



      (state if accepted, skipped, etc.)  (Is a written report attached to these minutes?)

BUSINESS CARRIED-OVER from previous meetings, but not covered in pending Committee reports:

1. Item:__________________________________ Presented by:___________________

Disposal, or motion:_______________________________________________________




  ______________________________________________________

Maker of motion:_________________ ___Seconded by:_______________ 

Vote: For_____  Against______

2. Item:__________________________________ Presented by:___________________

Disposal, or motion:_______________________________________________________




  ______________________________________________________

Maker of motion:_________________ ___Seconded by:_______________ 

Vote: For_____  Against______

COMMITTEE REPORTS – and actions taken as a result of these reports

1.  Report of Committee on:___________________________________________________

     Presented by:________________ Written report attached:_____ Spoken report:_______

     Recommendations or motions:______________________________________________





      ____________________________________________

    Maker of motion:_________________ ___Seconded by:________________________

     Vote:  For:_______  Against:__________




2.  Report of Committee on:___________________________________________________

     Presented by:________________ Written report attached:_____ Spoken report:_______

     Recommendations or motions:______________________________________________





      ____________________________________________

    Maker of motion:_________________ ___Seconded by:________________________

     Vote:  For:_______  Against:__________




3.  Report of Committee on:___________________________________________________

     Presented by:________________ Written report attached:_____ Spoken report:_______

     Recommendations or motions:______________________________________________





      ____________________________________________

    Maker of motion:_________________ ___Seconded by:________________________

     Vote:  For:_______  Against:__________




Minutes of the meeting of:________________________________, 20_____ (continued)

NEW BUSINESS – for each item record:
a.     To what Committee the new business is assigned, or names of   Special Committee Members.

b.     If action is taken, record the motion in the same manner as outlined on the previous page.

c.     If item is deferred, record.  After the meeting, ask the President to put the item on his/her agenda sheet.

1. Item:_______________________________ Presented by:_______________________

How handled?__________________________________________________________



    __________________________________________________________

2. Item:________________________________ Presented by:______________________

How handled?__________________________________________________________



    __________________________________________________________

3. Item:_________________________________ Presented by:_____________________

How handled? _________________________________________________________



      ________________________________________________________

COMMITTEE REPORTS AND ANNOUNCEMENTS:  requiring no action (attach copies of these reports to the minutes whenever possible).  Include in these notes:

a. Who reported or made the announcement

b. The essential facts (if copy not attached).

1.____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3.____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

NEW COMMITTEES APPOINTED – and tasks assigned

__________________________________________________________________________________________________________________________________________________________________________________________________________________________

SUMMARY OF PROGRAM:_________________________________________________________________________

__________________________________________________________________________________________________

GUESTS PRESENT:________________________________________________________________________________

ADJOURNMENT: (record how and the time.) _____________________________________________________






SECRETARY:__________________________________

