Guide to Taking Minutes
Taking minutes at the chapter board of directors and membership meetings is the chapter secretary's responsibility.  Records of chapter business and decisions must be recorded carefully and concisely; however, they need not be a word-for-word account of everything that goes on. They should be a transcript of information discussed or reported and the decisions made by the meeting group. 

Before they can become a part of a permanent record file or book, the minutes should be: 

1. Signed by the secretary.

2. Approved by the assembly in question.

3. Signed by the presiding officer. (Optional at discretion of chapter). 

The following information should be included in all minutes: 

1. Date, time, and place of meeting.

2. Statement of by whom the meeting was called and by what kind of notice.  (Attach a copy of the notice).

3. Name of the presiding officer and other officers and directors in attendance.

4. Quorum statistics.  (This is particularly important in meetings where major policy is going to be transacted, such as bylaws or large money expenditures.  The secretary should be familiar with the chapter bylaws concerning quorums.)

5. Correcting and adopting minutes from the previous meeting.  (If corrections are made, these should be written in the margin and initialed by the secretary and presiding officer.)

6. Reading of the treasurer's report and its acceptance.

7. Record of what occurred at the meeting:


A. Resolutions made and whether they were adopted.  (Names of proposers and seconders may be included as the assembly wishes.)

B. If the assembly decides, the names of those who voted for and against resolutions may be recorded.

C. Reports of officers and committees.  (The full content of the reports need not be recorded, only the major points.  If a resolution results, this should be recorded. Written committee reports may be attached to the minutes.)

D. Program title, speaker.

E. Assignment of special committees.


8. Adjournment and time.

9. Signature of the secretary.

10. Signature of the presiding officer obtained after the minutes are approved. 

Copies of the chapter meeting minutes should be sent to your district director, state director, and SHRM headquarters. 

Attached are sample forms of secretary minutes. Your chapter minutes may vary according to the chapter requirements and each secretary may wish to develop a personal style. 

Minutes - Sample of Narrative Form 

The Board of Directors of the Model Chapter of SHRM met at 12:30 p.m., September 10, 2000, at the Highwayman Inn.  The meeting has been called by President Smith. In his absence, Vice President Jones called the meeting to order. 

A quorum was present. Director James Jackson was absent. 

The minutes of the last meeting were approved. 

The reading of the treasurer's report was dispensed with.  (Millie Jones made the motion, seconded by Bill Bailey). 

The chairperson of the membership committee recommended that the association application of Pat O'Leary be approved.  The recommendation was approved. The recommendation was accepted. 

A special committee was appointed to investigate methods of improving the human resource practitioners' public image in the community. Vice President Jones appointed Jack Howe, Tom Thompson and Mary Pealy. They will report to the Board of Directors at the next meeting. 

The meeting was adjourned at 1:30 p.m. Mary Pealy (Secretary) Tom Jones (Vice President) Date Approved:______________________ 

cc: District Director
State Director
SHRM Headquarters 

Minutes- Sample Of Written Form 

The regular meeting of the Model Chapter of SHRM was called to order at 7:00 p.m. on February 1, 1989 at the Hotel Harrington by the presiding officer Vice President Tom Jones. 

1. All officers and directors were in attendance except Bill Bailey, President.

2. The meeting had been called by written notice to all the membership (copy attached).

3. A quorum was present.

4. The minutes of the previous meeting were read and approved.

5. The treasurer reported a balance of $329.32.  It was reported that the net receipts of the recent workshop were $182.92.  The report was filed.

6. A letter of thanks from the widow of Edward Zanner was read.

7. The Public Relations Committee reported that they had an effective speaker’s bureau.

8. The School-to-Work Committee reported that registrations for the Compensation Course were still open.  A maximum of fifty (50) students will be accepted.

9. It was moved and seconded that the chapter establish a $250 Scholarship Fund.  The motion was defeated.  (Jack Smith made the motion; Tom Jones seconded.)

10. It was announced that the next program would cover "Job Enrichment" and would be presented by Dr. Joyce of the University of Miami.

11. The program speaker, Henry James, spoke on "Sensitivity Training."

12. The meeting was adjourned at 10:30 p.m. 

	PRIVATE
Signed:
	Karen Peters (Secretary)

	Approved:
	Tom Jones (Vice President)

	Date Approved:
	_______________________


cc: District Director
State Director

