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Minutes/Records Policy 


Board of Directors Revision Date: 4/16/2010, 6/19/2014
 
Summary: Guidelines for recording meeting minutes and tracking resolutions.
 Related Information: Robert’s Rules of Order newly revised.

Policy:

1. All Board of Directors and Delegate Assembly minutes will be completed within seven (7) calendar days and thirty (30) calendar days, respectively, after the conclusion of the meeting. The minutes are in draft version and not considered approved or published until action is taken by the appropriate body at its next meeting.  
     
2. The President may authorize reasonable lost time if needed to meet these timelines as currently allowed in the MAPE Reimbursement Policy.
 
3. Unless stated otherwise in the Minutes/Records Policy, the contents/structure of the meeting minutes will conform to the latest edition of Robert’s Rules of Order – Newly Revised.
4. Motions or resolutions (whether from the floor or from a committee report), should be presented for action in the following format:
· Brief background of subject or situation.
·  Define the specific problem being addressed.
·  Explain recommendation.
·  Identify cost implications, if any.
·  Assign accountability for implementation and status report.
5. The Statewide Secretary will maintain, or cause to be maintained, a Book of Resolutions. This book will contain all resolutions passed by the Delegate Assembly and Board of Directors since January 1, 2001. The book will be divided into two parts: Outstanding Resolutions and Completed Resolutions.
6. The Secretary will report on the status of outstanding resolutions at each Board of Directors meeting.
7. The minutes of an organization are the official record of all business transacted, activities undertaken, plans projected, general growth, etc. The minutes should contain what is done and not what is said. They should be written in the third person. Minutes should include:
     
· The name of the organization, date, place and time of meeting.
· Type of meeting (BOD, DA or special meeting).
· Names of president and secretary or their substitutes / the minutes should state whether previous meeting minutes were read and approved.
· All seconded main motions, whether approved or failed / (a motion that was withdrawn should not be recorded); resolutions adopted should be entered.
· The names of the persons making the motions, but names of the seconders need not be recorded.
· Points of order and appeals, whether sustained or lost.
· Summarized reports of committees, unless written reports are appended.
· All appointments of committees, elected delegates, etc.
· The number of votes on each side, including abstentions when a count has been ordered, or where the vote is by ballot or roll call / requests from members that their votes be reflected in the minutes will be honored.
· Time of adjournment.
· Secretary signature, and “Approved” (date) and initials / (respectfully submitted is not used).
· Corrections made in the minutes prior to approval will be reflected in the current meeting minutes.
Personal opinions of praise or criticism should not be recorded.
The minutes may be corrected whenever an error is noticed regardless of the time that has elapsed, except after their adoption, when too late to reconsider the vote, they require a two-thirds vote for their amendment, unless previous notice of the proposed amendment has been given, then only a majority vote is required.

