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We will cover

• Use and value of  minutes 
– why we do it!

• Distribution

• Legal Considerations
• Meaningful Minutes

• Maintenance of  Minutes
• Other Issues Requiring 

Attention
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Minute taking is 
dependent on 
good meeting 
agenda, chair 
leadership and 
participant 
behavior
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Time Wasters

Before we get started, Guurrrg will read the minutes from our last meeting.
After Mr. Stevens said, “Is so,” Mr. Harris said, “Is not,” 
followed by another “Is so” .. “Is not” … “Is so” … “Is not”…
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1. competent person to take minutes

2. format that delivers readable and 
understandable info

Two (2) things necessary for good 
and accurate record keeping
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Uses & Value of  Minutes

ü Review of  Past Activities
ü Providing Evidence of  Factions 
ü Measuring Group Productivity
ü Measuring Participation
ü Measuring Leadership

ü Measuring Management 
Confidence 

ü Summarizing Proceedings 
ü Recognizing Individuals
ü Giving Insight into the 

Group 
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Distribution of  Minutes

• Completed minutes circulated prior to next meeting to allow review
• Do not wait until next meeting to hand out minutes
• Give participants time to review
• Will make them more effective

• If  revisions: 
• Part of  next meeting’s consent agenda
• Corrections addressed at next meeting and changes voted on

• Minutes then approved, signed by secretary & archived

• Minute archive should be organized & easy to locate (e.g., minute book, online)
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Legal 
Considerations

• Minutes are legal record of  meeting

• Contemporaneous

• Statutory Requirements

• Auditor Uses

• Fulfilling Legal Duties

• Establishes Liability or Lack Thereof

• IRS 990
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Meaningful 
Minutes

Clear 
minutes

Key 
Questions

Do our minutes meet the 
legal test?
Do our minutes meet the 
practical test?
Is every board member 
willing to approve the 
document?
Would the document stand 
the test of  time?

Taping the 
Meeting?
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Minute Contents

The names of  present and 
absent members.

The time the board meeting 
begins and ends.

The existence or absence of  
a quorum.

A concise summary of  the 
action taken by the board.

The names of  the persons 
making and seconding 

motions.

A summary of  votes, 
indicating when votes were 

adopted by unanimous votes 
or a tally of  yeas and nays 

and abstentions, 

A summary of  documents 
introduced during the 

meeting. 

A summary of  discussion 
points - concise statements 

of  issues raised and 
concerns reflected in the 

discussion but not who said 
what. 

A summary of  key action 
items and future steps that 
will be taken, including by 

whom.

The name and title of  the 
person responsible to taking 

minutes.

§ Organization Name

§ Entity Meeting

§ Location

§ Date and Time
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Minute Contents

q Should never be a verbatim transcript of  every 
statement made during a board meeting. 

q Should be concise and informative, but never 
voluminous. 

q Should be taken by someone who understands 
the substance of  the issues being discussed. 

q Should be objective statements of  what has 
occurred and should not be unduly subject to 
the personal interpretations of  the person 
taking the minutes or the members of  the 
board

Factsheet on Board Minutes by Nonprofit Risk Management Center
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Minute Contents
• Agenda relevant minutes

• Writing the minutes

• Sample Minutes
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Maintenance 
of  Contents

• Minutes should be kept 
in a minute book with 
other important docs

• Accessible via cloud or 
website
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