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Secretary’s Duty to 
Prepare Minutes

• When asked to give the minutes of the 
previous meeting, the newly elected 
secretary said:

• “The previous meeting lasted about 21 
minutes.”
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What are Minutes?

• A legal document recording what was done 
at a meeting, not what was said.

• Minutes should never reflect the opinion of 
the secretary/recorder—favorable or 
otherwise—on anything said or done.

• The secretary/recorder should not be 
expected to summarize the discussion of 
others.

Presenter
Presentation Notes
This slide says it all.  It’s unfair to expect the secretary to summarize someone else’s remarks.
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Outline of Minutes

• The following is the typical sequence of items in 
a set of minutes for a meeting of a deliberative 
organization:
– Opening paragraph
– Treasurer’s report
– Reports of other officers
– Reports of committees
– Unfinished business (not old business)
– New business
– Announcements
– Closing paragraph

Presenter
Presentation Notes
The sequence of information in the minutes, of course, parallels the agenda of the meeting.
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Standard Opening Paragraph

• Kind of meeting:  regular, special, adjourned
• Name of the organization
• Date, time, and place of the meeting
• The fact that the regular presiding officer and 

secretary/recorder were present, or in their 
absence, the names of the persons who 
substituted for them

• Whether the minutes of the previous meeting 
were read and approved
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Opening Paragraph

• The regular meeting of the XYZ PTA Unit 
was called to order at 8 a.m. on July 5, 
2003, at the XYZ Building.  President 
ABC presided and Secretary CDE recorded 
the minutes.  The minutes of the previous 
meeting were approved.
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Record What is Done, 
Not What is Said

• Proposals the organization must consider 
are offered in the form of a “motion” that 
the group do something.

• A motion begins with “I move that…” and 
then the proposal.

• If you are a meeting recorder, listen 
carefully for those three words.  It’s your 
cue to take down the next statement.
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“I move that…”

• James Olson says:
• “Madam President, because our third floor 

meeting room is not accessible to disabled 
members, I move that all meetings be held 
in Room 141.”

• You need to capture only the words “that 
all meetings be held in Room 141.”

Presenter
Presentation Notes
Introductory, parenthetical, lead-pin comments such as “because our third floor meeting room is not accessible to disabled members” is not part of the motion and does not appear in the minutes.
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How Recorded in the Minutes

• It was moved “that all meetings be held in 
Room 141.” The motion was adopted (or 
defeated).

Or
• A motion “that all meetings be held in 

Room 141” was adopted (or defeated).

Presenter
Presentation Notes
Here are two simple ways that motions are shown in the minutes.  Please note that defeated motions are shown in the minutes as they record the fact that the organization chose NOT to do something.
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“I move that…”

• Jane Williams says:
• “Members may not be aware of the increased use 

of the computer room by nonmembers.  The 
computer room supervisor has recommended that 
the computer room be open to nonmembers only 
during the weekend.  I move the adoption of the 
computer room supervisor’s recommendation.”

Presenter
Presentation Notes
Sometimes the motion is buried a little in brief rationale and requires a bit of sifting.  What’s the actual proposal, the motion here?
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How Recorded in the Minutes

• Upon the recommendation of the computer room 
supervisor, it was moved “that the computer 
room be open to nonmembers only during the 
weekend.” The motion was adopted (or 
defeated).

• Upon the recommendation of the computer room 
supervisor, a motion “that the computer room be 
open to nonmembers only during the weekend” 
was adopted (or defeated).

Presenter
Presentation Notes
Once again, get it sorted out for the minutes.  Yes, the secretary can utilize a few lead-in words.
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Motion Forms

• Make regular use of motion forms

Presenter
Presentation Notes
Insist that the maker of the motion write it out.



Motions are more thoughtful

More complete

Leads to better discussion because proposal is more focused



The worst motions usually are spontaneous off-the-top-of-the-head motions made by a member who isn’t thinking ahead about the implications.
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Standard Closing Paragraph

• The last paragraph of the minutes states the 
hour of adjournment and is followed by the 
signature of the secretary/recorder.

• The words “Respectfully submitted”-- 
while used occasionally--represent an 
outdated practice not essential in signing 
the minutes.
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Closing Paragraph Example

• The meeting adjourned at 5:30 p.m.

(your name)          , Secretary

• The use of “Respectfully submitted” is old 
fashioned and should be avoided.
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Reports of Committees

• When a committee or individual reports 
information to the members, the report is 
merely referred to:
The special committee on fundraising 
reported on its activities and indicated that 
grants in excess of $100,000 were raised 
this year.
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Reports with Recommendations

• When a report ends with a recommendation, the 
recommendation is made by the committee chair 
or reporting member in the form of a motion

• The secretary records this motion’s disposition 
like any other motion

• The motion in the minutes might be preceded by 
a few lead-in words such as “By direction of the 
resource committee, it was moved and seconded 
that…”
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Handling Amendments

• An amendment is a proposal to change the 
wording of the original motion by adding 
words, striking out words, or striking out 
words and inserting other words in their 
place.

• As secretary/recorder, you need to keep 
track of the amendments and whether or 
not they are adopted or defeated.
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Handling Amendments

• When preparing the minutes, however, show only 
the final wording of the motion as it may have 
been amended.  Don’t list the separate 
amendments in the minutes.

• Original motion:  “that we publish a weekly 
calendar of PTA events.”

• Amendment:  “to strike out ‘weekly’ and insert 
‘monthly.’”

• The amendment was adopted and then the 
original motion as amended was adopted.
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Final Wording in the Minutes

• After amendment a motion was adopted 
“that we publish a monthly calendar of 
PTA events.”

• No reference is made to the fact that 
“weekly” was considered.
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What Can You Do?

• Write out your main motion in advance
• Let it “gel” overnight, over lunch, or even 

over the next five minutes
• Have a colleague critique it and help 

improve it with the aim of minimizing 
amending and getting your proposal 
adopted

• Stay on track

Presenter
Presentation Notes
Is it clear?

What’s the result of the motion if adopted?

Does the motion have variable that can be amended?  Be prepared to speak for or against the amendments.

Is the motion too wordy?  Revise it, tighten it up.

Are there any ambiguities?  Clean them up.



The tighter your motion, debate will be more focused, chances of adoption improved.



Think about this.  When a jam occurs and amendments pile up, it’s usually due to a poorly hatched original main motion.  It often consumes a great deal of time to sort it out.



Most meetings run far longer than necessary.  And when you seek recognition to debate, stick to the motion or amendment, don’t stray.



Straying is probably the main reason for lengthy off-the-topic discussion and longer meetings.



lIf you have an off-the-topic comment, make a note and save it for the appropriate time when you can introduce the matter.
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Committees

• Two types of committees
– Standing committees
– Special committees

• Also called ad hoc committees or task forces

• Purpose of committees
– Study, investigate, report/recommend

Presenter
Presentation Notes
Committees are supposed to be an efficient way for a body to give a smaller number of its members authority to investigate a matter thoroughly and report back to the full body.  When a committee reports back, the report will either be for information or a report with a recommendation.



Standing committees are identified in the bylaws.

Special committees are created to study a specific issue or to carry out a specific instruction from the larger body.  Your executive director search committee would be a good example of the single purpose special committee.
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Committee Reports

• Can be written or presented orally
• Can be for information only or end with a 

recommendation on which the body takes 
action

• Committees need not report if they have 
nothing additional to report since the 
previous meeting

Presenter
Presentation Notes


Co
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Minutes and Committee Reports

• When a committee reports with 
information only, the report is not part of 
the minutes

• However, for informational purposes, 
committee reports may be attached to the 
minutes

Presenter
Presentation Notes
Simple, short progress reports can be rendered verbally; no attempt to summarize it should appear in the minutes.

Some committees do have longer reports with a great deal of information designed to assist the members in reaching a decision when they vote on the recommendations that the report may conclude with.



The information in committee reports might be considered like debate and as such the written reports are not included in the minutes or summarized by the secretary.  The most effective use of committee reports is for them to be distributed as far in advance of the meeting as possible so that members can read them and benefit from the information therein.



If members don’t read the reports, time at the meeting is often lost by questions answered in the report.



If reports are distributed to all members in advance of the meeting, it is not necessary to attach the committee reports again as appendices to the minutes of the meeting.  If is, however, certainly permissible to do so on an informational or courtesy nature.  They are not part of the approved minutes, however.
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PTA Policy

• Minutes will continue to have committee reports 
attached to them for informational purposes

• Committees wishing to have their report attached 
to the minutes must give a written copy of the 
report to Barb Sargent no later than prior to 
presenting the report at the meeting

• If a written report is not received from a 
committee, nothing will be attached to the 
minutes.  
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PTA Policy

• For committee reports presented orally, the 
secretary will not prepare a written 
summary of the committee reports from the 
audiotapes

• The committee may prepare its own 
written version of the verbal report and 
give it to the secretary prior to the meeting
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Committee Recommendations

• Committee reports concluding with a 
recommendation will be handled as a main 
motion

• The recommendation will be moved by the 
reporting member of the committee, and its 
disposition will be recorded in the minutes
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Form of Recommendation

• Committees preparing recommendations should 
strive to make the report clearly end in a 
recommendation that can stand alone as a main 
motion, making complete sense without the need 
to refer back to other documents
On behalf of the marketing committee, I move the 
adoption of the “final steps” in the consultant’s 
report.
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Examples:

• On behalf of the education committee, I 
move that the PTA undertake a program of 
promote literacy.

• On behalf of the education committee, I 
move that $50,000 be allocated for a pilot 
project on literacy developed by the 
education committee.

Presenter
Presentation Notes
Not a particularly good motion.  Too vague



The education committee already has discretion over a broad area that probably includes literacy.



The committee should consider the development of a literacy program and then make a recommendation that is more specific and cuase something to happen such as:



On behalf of the education committee, I move that $50,000 be allocated for a pilot project on literacy developed by the education committee.
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Examples:

• On behalf of the legislative committee, I move 
that the PTA publication “Legislative Hotline” 
cease publication on January 1, 2004.

• The 2004 convention planning committee moves 
that the committee be authorized to engage 
entertainment and purchase decorations and 
favors for the post-convention party at a cost not 
to exceed $6,000.

Presenter
Presentation Notes
These proposals are specific.  They don’t need further attention.
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Resources

• National Association of Parliamentarians
– www.parliamentarians.org

• Robert’s Rules of Order Newly Revised
– 2000 edition

http://www.parliamentarians.org/
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Rollie Cox 
Professional Registered Parliamentarian 
National Association of Parliamentarians
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