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● Know your bylaws

● Read meeting agenda

● Review previous minutes

Notes:

BEFORE THE MEETING

Checklist
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As a general rule, you should follow this three-step process to record 
board meeting minutes effectively:

1. Use Past Board Minutes As Template
Perfect preparation prevents poor performance.

So before you step into any board meeting, you need to follow a 
template.

Check to see if your board has a template for you to use, or you can use 
one of the templates that we're providing in this course as a starting 
point.

Make sure to discuss the board meeting minutes format with the board 
chair before proceeding. 

2. Review The Minutes of Past Board Meetings
You'll also want to review the minutes of past board meeting.

Look for what items were brought up, what decisions were made, what 
are the action items and make sure that those items are carried forward 
to the agenda of the upcoming meeting.

3. Gather The Meeting Agenda that
includes all names & attendees
Finally, make sure that the meeting agenda for the upcoming meeting 
contains all the names of the attendees, who's invited, who's supposed 
to be present, and who is expected to report on what agenda items. 

BEFORE THE MEETING
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● Have the agenda in front of you.

● Have the board manual nearby.

● Have extra agenda packages nearby.

● Record the start time.

● Record who is present and who is absent.

● Listen & write key points   -not every word. 

● Record actions to be taken, by whom and by when.

● If there is no decision, then record this fact.

● Record proposed motions, word for word.

● Ask if you 

○ do not understand a term being used.

○ cannot hear the conversation.

○ are unsure of something etc. 

● Record the ending time, & the date, time & location of the next 

meeting.

Notes:

DURING THE MEETING

Checklist
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Recording secretaries must be aware that legal courts can potentially 
misinterpret discussions or direct quotes -something that happens from 
time to time. 

A particularly worrying situation when board members may have 
forgotten the context in which they spoke. As statements can be very 
quickly taken out of context and hurt your organization.

What to Record
Recording accurate meetings requires thoroughly understand what 
information to record and how to present it. 

Here are the key elements that should be recorded in the minutes of 
every single board meeting:

1. Time, Date & Location Of The Board Meeting
At the top of the board meeting minutes indicate the time, date, and 
location of that meeting.

You also want to indicate in the introduction section of the minutes the 
time the board meeting was called to order.

And then at the end of your minutes, the time that it was adjourned. 

For example, at the top of the minutes, you would say:

"Item one, the meeting was called to order by the chair or the president 
at 5:02 PM." 

Then perhaps agenda item eight at the bottom could be adjournment 
and date and location of next meeting, where you might say:

"At 6:42 PM there was a motion to adjourn the meeting."

DURING THE MEETING
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2. The Names Of All Attendees & Absentees

Indicate who was present, who offered their regrets, and who was 
flat-out absent. 

Not only is it important to state who was present and absent, but you 
can distinguish between who was absent and who offered their regrets. 

Regrets did RSVP, and they said, "Unfortunately, I'm not able to attend 
the board meeting. I have another commitment." 

No-Shows didn't even bother to respond despite numerous reminders. 
That person gets a special place all on their own in the minutes. It's 
called absent.

It's essential to make this distinction as your bylaws may stipulate that 
you must distinguish between the two. 

For example, you could have a clause in your bylaws that says if a 
director is absent from two, three or four consecutive board meetings, 
the organization will remove them from the board. 

3. Corrections & Amendments to Previous 
Minutes

Adopting the minutes of the previous meeting will provide all the board 
members with an opportunity to scan the minutes for accuracy and say, 
"Oh, wait a minute. You misspelled my name," or, "this was not accurate," 
or "this isn't what I said." 

DURING THE MEETING
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4. Motions Taken Or Rescinded At The Board
As a recording secretary, as the meeting is taking place and some 
motions are moved, seconded, carried, etc, you will want to record all of 
those. 

5. Voting
Was a motion carried, defeated, passed, or was it denied?

You want to indicate the move, whether there was a mover and a 
seconder, along with the outcome. 

It's not a legal requirement to actually document who made the motion, 
who seconded the motion, and what the voting was, (as in who voted 
yay and who voted nay.)

That sometimes causes division on a board, as those documents are 
available for members to see. 

One important principle of good board governance is that a decision by 
the board is a decision by the board. 

So whether or not a motion passed by one vote, the motion passed, and 
the board has to act as one and support that decision.

DURING THE MEETING

Notes:
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6. Agreed-Upon Actions Should Be 
Documented
After a motion is carried out or passed, you want to list the actions to be 
done by whom and when. 

Also, list any open discussions and participants in the discussion. 

But be very careful. Again, this is not a word-by-word transcript.

Remember: The entire board owns decisions by the board. 

From a legal perspective, as long as that director still serves on the 
board at the time that directors made that decision, they are legally 
culpable for whatever happens.

They are responsible for it, even if they resign afterwards. 

So if a director finds themselves in a potentially sticky situation and they 
believe that the organization's very existence is at risk, they should 
resign immediately.

7. The Date, Time & Location Of The Next Board 
Meeting
Under adjournment, you would say, 

"There was a motion to adjourn the meeting at 6:42 PM. It was agreed 
the next meeting would take place at such and such a location at such 
and such a time."

DURING THE MEETING
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● Wait a couple of days.

● Minute headings mirror agenda headings.

● Write in the past tense.

● Do not use slang or jargon.

● Include all motions, whether passed or failed.

● Do not include withdrawn motions.

● Include key discussion points & decisions reached. 

● Show who, is to do what, by when.

● Record regrets and absents.

● Ask the Chair to review the minutes.

● Distribute minutes promptly.

Notes:

AFTER THE MEETING
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Step 1. Write Board Meeting Minutes
Now it's time to compile all of your notes into a readable and valuable 
document and create the meeting minutes.

Start by reviewing the agenda to refresh your understanding of the full 
scope of the board meeting. 

Then you can review actions, motions, votes, and decisions to determine 
their clarity and edit if needed. Ultimately, what you're aiming for is a 
clear, easy-to-understand document that anyone can read but is still 
comprehensive on the points.

You should also attach any documents or handouts used in the meeting 
to your final copy of those minutes, as it is a more concise way to 
present it rather than summarizing it all in the minutes. 

Also be sure to attach any addendums or any documents to support as 
background for those minutes.

Note 1: The Secretary Is Not Responsible for Drafting 
The Minutes

The secretary is not responsible for drafting the minutes. Two attributes 
of minute-taking justify assigning this task to staff rather than a director:

1. It's an administrative task. It's not a strategic task. There's no policy 
development. 

2. It's logical for the minutes to be taken by a staff person rather than 
having a director spend their board participation time on this 
operational task.

AFTER THE MEETING
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Note 2: Minute Taking is a Skill

It's a skill that not everyone possesses equally.

This is why your organization is better served if a chosen staff member 
is trained to fulfill this important role. 

By doing so, boards have a consistent and higher standard of recording 
business from one meeting to the next.

Step 2. Sign, File & Share
Once you've finalized the board meeting document, you must sign it 
and acquire the president or Chair's signature as the board secretary 
before printing or publishing. 

In terms of storage, you should always follow your bylaws and protocols 
set by your organization, as well as create backup copies on hard drives 
or virtually in a cloud storage system. 

AFTER THE MEETING

Notes:



GET IN TOUCH WITH US
170-422 Richards St.,

Vancouver BC V6b 2Z4
Tel: 604-669-5344

prosper@amcnposolutions.com
www.amcnposolutions.com

GROW YOUR ORGANIZATION WITH AMC
We help nonprofit and corporate boards optimize their governance 
process through our facilitated sessions and e-learning courses so they 
can realize their vision, mission and strategic goals.
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