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 1.  Create a clearly identifiable document.  Use a separate document with a header 
 that identifies the organization, the board, committee or other body that is meeting, 
 the date, those present, and members of the body who are absent. 

 2.  Follow the agenda.  Structure the minutes to match the agenda, such as by copying 
 the agenda into the minutes and filling in the discussion under each item. If an item 
 is bypassed or deferred, note it in the minutes. 

 3.  Keep it short.  Refer to and incorporate the materials presented to the body, rather 
 than repeating the contents of those materials. “The CEO presented a report, 
 referring to Exhibit ___, incorporated herein.” Focus on recording discussion and 
 deliberation or parts of the materials given special emphasis during the meeting. 

 4.  Keep it formal.  Use formal language and a defined structure. Recording the right 
 thing is most important. There is no need for the material to be engaging to read. 
 Use language such as: “The Chair reported …… The Chair stated …. The Board asked 
 …. The Board discussed ….” 

 5.  Do not personalize.  Refer to discussion and questions as coming from the body 
 (“the Committee discussed,” etc.) rather than individuals. Identify individuals only 
 when (a) they are the speaker on the topic, (b) they are speaking in a specific 
 capacity such as Chair, CEO, or an executive responding to a question about their 

 1 



 area, or (c) when a question or request for information is so unique to a particular 
 person that a general description would not be clear. 

 6.  Do not transcribe.  It is not necessary to get a verbatim or paraphrased summary of 
 everything said during the meeting. Record and summarize the topics discussed, the 
 issues raised, and requests for follow up information. Summarize significant 
 concerns or positive points raised and discussed. It is sufficient to note that a robust 
 discussion was held on a topic, while also recording any decisions and follow up 
 points from that topic. 

 7.  Record all resolutions.  Use the form “Upon Motion made and seconded,” and 
 record the substance of the motion. It does not matter who made the motion. Do 
 not record the vote count, unless that is requested. Do not record who voted for or 
 against a motion, except that a member may ask that they be identified in the 
 minutes as voting against a motion. 

 8.  Attorney presentations.  Where counsel provides a report or makes a statement 
 that constitutes legal advice, clearly identify that the statement is provided by legal 
 counsel. Identify but do not summarize the substance of legal presentations by 
 counsel. Consult with counsel on particularly sensitive issues as to the extent to 
 which the minutes should reflect the contents of counsel presentation. 

 9.  No drafts, transcriptions or notes.  Do not record or electronically transcribe a 
 meeting and do not retain drafts or notes. The final minutes should reflect the 
 official record of the meeting. 
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