
Preparation of Meeting Minutes

Minutes are required to record significant activities and decisions at all TAC committee meetings.  The attached format and notes may be used as a guide for preparing minutes.

Additional advice is available in many on-line documents, including the following:

Taking Meeting Minutes

http://www.meetingwizard.org/meetings/taking-meeting-minutes.cfm 

How to Take Minutes at a Business Meeting

http://www.ehow.com/how_3815_minutes-business-meeting.html 

Four Top Tips for Taking Meeting Minutes

http://www.mftrou.com/meeting-minutes.html
Transportation Association of Canada

Committee Name 

Minutes (draft, date of preparation)

Date:
Month day, year
Location:
City, Province
Chair:
Name, affiliation

Members Present:
(list below or attach)


Name, affiliation


Name, affiliation


Name, affiliation


Etc. 

Members Absent:
Name, affiliation


Name, affiliation


Name, affiliation


Etc. 

Also Present:
Names, affiliation


Name, affiliation


Name, affiliation


Etc. 

1.
Agenda item 

For each agenda item, record major discussion points and key results of the meeting, including decisions made, assigned actions and issues that will be revisited at future meetings. 

When motions are made, record the precise wording of the motion, the individual who made the motion and the individual who seconded the motion.  Record if the motion was carried or defeated, any abstaining votes and any votes cast contrary to the majority.  For example:

It was agreed by motion (Mover/Seconder) that a project to develop a best practices guide should be recommended to the Chief Engineers’ Council for funding. 
Carried, 1 against

When actions are assigned, record the position that is expected to complete it (e.g. Chair, Vice, Chair, Secretary) or the name of the individual who has agreed to do so.  For example:

It was agreed by consensus that the value of the consultant assignment should be $50,000 and that this recommendation should be made to the Council.
Action: Chair

Identify attachments to the minutes where necessary.  For example:

A copy of the project description was circulated.
Attachment #1
Prepared by: 

Name of Secretary

Date Distributed:
Month day, year

Attachments

1. Name of Attachment  

2. Name of Attachment 

3. Name of Attachment 
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