Robert’s Rules of Order

Minute Taking
Everyone knows that meeting minutes must be taken; but do you know what Robert’s Rules of Order Newly Revised requires you to keep in the minutes?   Robert’s says “In an ordinary society, the minutes should contain mainly a record of what was done at the meeting, not what was said by the members.  The minutes should never reflect the secretary’s opinion, favorable or otherwise, on anything said or done.  The minutes should be kept in a substantial book or binder.”  (§ 48, p. 468.)  Some cities record exact quotations and some cities take minutes verbatim.  This is not required by either Robert’s or the state statutes (see. T.C.A. § 8-44-104).
The first paragraph of the minutes should explain the kind of meeting that was held (regular or special called), the name of the governing body (the board of commissioners of Volunteer Village), the date and time of the meeting, the fact that the mayor and recorder were present and whether the minutes of the previous meeting were approved. (§ 48, pp. 468 – 469.)  

Robert’s continues by saying that “The body of the minutes should contain a separate paragraph for each subject matter,” (§ 48, p. 469) and should show the motion that was made and whether or not the motion passed or failed.  Robert’s, and state law, do not require the city to record who seconded the motion because all the second does is move the motion to a debate and then a vote.
The last paragraph should state the hour of adjournment.  (§ 48, p. 470).  And finally, the minutes should include the recorder’s signature and also the mayor’s if the governing body requires it (§ 48, p. 471).
