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Santé des organismes communautaires


A COHI RESOURCE:

MEETING MINUTES CHECKLIST
This checklist is provided by Community Organizational Health as a resource.  Meeting minutes, particularly board meeting minutes, are an important source of information for achieving the Building Healthier Organizations (BHO) indicators.  BHO reviewers will not use this checklist in their work, but boards and committees which use this checklist as a guide will be well positioned to meet the BHO indicators.  Please also see the COHI document “Board Minutes as Evidence in BHO” for specific information about how board minutes can document the work of the organization and thereby provide evidence of meeting BHO indicators. 

Meeting minutes are one of the most important records of a board’s or committee’s activities. Minutes are a necessary legal document, but they can also be used for other purposes, such as for reference, to provide board history and as an orientation tool. Minutes are a link to your organization’s past, so it is important they include all the necessary information.

	TECHNICAL CONSIDERATIONS
Do the minutes include…
	(

	Name of the organization?
	

	Name of the committee (if relevant)?
	

	The date and location of the meeting (including indicating if the meeting is by teleconference)?
	

	An attendance list?

· Does the list distinguish between the names of board members, staff and guests (if any) present?

· Does the list indicate the chair and the minute taker for the meeting?

· Does the list indicate members who are absent and/or those who sent regrets?
	

	The time the meeting was called to order? 
	

	Indication that quorum was achieved and/or when it was not achieved?
	

	A motion accepting or amending the agenda?
	

	A motion accepting or amending the previous minutes?
	

	Any declarations of conflict of interest and how this was handled (e.g., that the individual abstained from voting)?
	

	Formal adjournment including time?
	

	Signature lines at the end of the minutes for chair and minute taker as well as the date the minutes were signed?
	

	Late arrivals/ early departure times of those present?
	

	MOTIONS
	(

	Are motions written in clear, easily understood language?
	

	Do they stand out? Are they easy to locate?
	

	Are both the person making the motion (the mover) and the seconder named?
	

	Is the status of all motions (passed or defeated) stated and easy-to-see?
	

	STYLE AND APPROPRIATENESS
	(

	Is the language clear and concise?
	

	Are the sentences short and generally easy to read?
	

	Are the following included:

· Decisions made?

· Requests for further information, research or follow-up?

· Deferred business?
	

	Is there sufficient detail for the minutes to be a good historical document? For example:

· Are abbreviations presented in their full form first?

· When reports are given, are speakers identified by name and position?

· If a guest attends, is the organization that the guest represents identified?
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