AUTO BODY BOOSTER CLUB MEETING MINUTESPRIVATE 

I. 
The purpose of this procedure is to identify the minimum information required to be maintained by the secretary of the Booster Club.  This procedure also identifies a form with which to record this information.

II. 
Meeting Format:


A. 
Meeting Called to Order by: ________________, on ___/___/___, at ___:___.


B. 
Names of those present listed (attach attendance record)


C. 
Read minutes from last meeting, and president asks for a motion to accept minutes as read or with noted corrections,  any second?  All in favor say “Aye”, Opposed, say Nay.  If motion is carried, indicate in minutes and who made motions.  Second by: _________________.


D. 
Agenda:

	PRIVATE 
Old Business:

	1
	5

	2
	6

	3
	7

	4
	8

	
	

	Calendar Items:

	1
	4

	2
	5

	3
	6

	
	

	Committee Reports:

	1
	4

	2
	5

	3
	6

	
	

	New Business:

	1
	4

	2
	5

	3
	6

	
	

	Review of Assignments:

	1
	5

	2
	6

	3
	7

	4
	8


E. 
All inappropriate items or non-pertinent items should be tabled to another meeting or for discussion if more appropriate at a different meeting.

F. 
Meeting should be kept brief and to the point, all views presented should receive appropriate attention and courtesy.

III. 
Use of an Action Plan will assist in obtaining desired results and give a form for all items needing follow-through by others, make sure all phone numbers are available

IV. 
If refreshments are used, be sure to clean up areas used and leave them in better condition than when received.

V. 
When motions are presented to the group, a second should be asked for, then a general majority vote, aye, or nay will usually do fine.  If further discussion is needed prior to putting the motion to a vote, the president must decide if time allows for that or that the motion must be tabled to another meeting, and set a date and time.

VI. 
All notes or "minutes" from each meeting must be copied and made available for all members to review and make comments or corrections as to their accuracy.  Then said minutes are to be kept in a file, available for future reference.

VII. 
Meeting should be adjourned on time and with approval for next meeting and time.

Record of Motions Made and their Vote by the Club Membership:
	PRIVATE 
Motion Subject & By:
	Seconded By:
	Pass?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Minutes by: _________________________________________________________ __/__/__ ___:___

