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Elements of Good Meeting Minutes
Given the indispensable and basic need for clear, accurate board and committee minutes, the following information outlines components of good minutes and provides samples that indicate differences in quality and worth.
All official meetings of the school board should have accurate minutes of the proceedings. These minutes should contain five essentials:
1. The name of the assembly (regular or special board meeting or name of committee) 
2. Date and place of meeting 
3. Chair and secretary by name and that a quorum is present 
4. Whether the minutes of the previous meeting were approved 
5. A record of all motions with a designation of one of the following: 
1. Carried  2. Defeated 3. Tabled 4. Referred 
A sample of an inadequately-formulated minute:
· Voted: To accept the new playground equipment proposal.
A sample of a good minute:
· 99-37 New playground equipment Voted: To accept that $500 be spent on new playground equipment.
A sample of a complete minute:
· 99-37 New Playground Equipment
· Voted: To authorize the principal to purchase new playground equipment (one slide and swings) for $500.00 from Westcoast School Supplies Ltd. and that this be funded from the present balance of the capital fund.
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