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MINUTES OF MEETINGS

§213. WHAT ARE MINUTES?

memory, recollection, and record of the organization.?

Minutes are a Summary, not a verbatim record of everything that was sajd
(ordinarily), and should be objective in nature, not an expression of the per-
sonal views of the corporation’s secretary.’

The importance of minutes. The Importance of such records is made clear
in the typical Statutory provision of Ohio regarding them:*

1702.15. Books, records of account, and minutes,

Each corporation shal keep correct and complete books and records
of account, together with minutes of the proceedings of its incorporators
members, trustees, and committees of the trustees or members. Subject to
limitations prescribed in the articles or the regulations upon the right of
members and charitable corporations to examine the books and records,
all books and records of i

able and proper purpose and at any reasonable time.

Limitations on Examination of Books and Records

Permissive power to prescribe limitations on members’ rights to examine
minutes and other books and records is stated in the foregoing statute from
the Ohio law. Similar Provisions are found in some other states, sometimes
repeatedly. Thus, another section of the Ohio law® states that provisions may
be included in the articles or rules that provide
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(Appendix)

[If the waiver of natice of the meeting is directed to be annexed to the
minutes, this should be done. Ordinarily, board meetings direct that the
waiver be filed.]

[Resolutions, contracts, facsimiles of the seal, and other important docu-
ments often are annexed to the minutes. ]

§219. ROUTINE MEETING MINUTES

ing minutes no longer need to be in the minutes.

Minutes of routine meetings should always show the giving of due no-
tice; or else the holding of meetings must be established in schedule style by
the bylaws. In addition, the presence of a quorum must be shown, if the meet-
ing is to be legally proper and effective. Signature of the secretary always
should appear at the end of the minutes. Counter-signature by another
officer also is desirable, as is pointed out above.

Other than this, minutes of routine meetings need contain only a clear
and concise narrative of what occurred at the meeting.

For a list of the elements of minutes of a routine meeting, see section
216.

Typical minutes of a meeting of an established nonprofit organization
follow. They are from the minute book of a local civic organization,.

FORM NO. 98 :
Minutes of Regular Meeting (Civic Association)

Meeting of ... ... 19, » of the general membership of the
(civic) Association, held at . .. .. '
A quorum of over . . . . .. members being present, the Chairman (Presi-
dent) called the meeting to order at . . . . .. p-m. :
1. The minutes of the Previous meeting were read by the Secretary
and accepted, and various items that had been left for action by the Associa-
tion were reported upon.

2. Mr....... mentioned that . . . , . ..

3. A report was rendered byMr....... on the situation with respect
to....... .

4. A motion was fhade and duly carried out that the Association appro-
priate § ... . for the purpose of . . .. .|

5. It was reported in regardto ..... .,

6. Traffic conditions on | . . . Road were discussed at some length.

Mr. .. ... suggested that ..., .
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7. Special questions raised by various members of the Association were
the following:

a. One member indicated that
b. It was pointed out that

8 Mr....... brought up for discussion the question of whether the
Association should . . ... . _
9 Mr..... .. mentioned that volunteers for civilian defense will be

needed and asked any interested members to leave their names with the Presi-
dent and Secretary.,

10. Mr..... ., rendered his report as Treasurer. The report brought
out that after dues of § ... . _ collected in the Jast Association year and djs-
bursements for various purposesof § ... . .. » the balance on August 31,19 . .
was §.... .. ‘

11. In behalf of the Nominating Committee, Mr. . .. . . proposed the
following slate for election for the forthcoming Association year:

President: ...

Vice-President: ...

Secretary: ...

Treasurer: ...

Directors:

There were no other nominations, The slate as submitted wag there-
upon unanimously elected.

12. The incoming president, Mr. . . . . .. » thereupon took the chair and
had the pleasure of presenting to Mr. . . . . . | » on behalf of the Association, a
handsome gavel in recognition of the valuable services that Mr. . . . had
rendered to the Association. Ag his first act of office, Mr. . .. ... named the
following committee chairmen:

Block Captain Appointments: .................._

ochool Commiteees: ............ 7T

Ordinance and ZOMNG: ...

Federation of Civic Associations of e, , Inc.:

President



