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Article VIII - Minutes

The Recording Secretary is responsible
for maintaining the minutes of all the
Affiliate meetings such as:
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- Officers Present

- Who Presided

Minutes Record the Meeting
Proceedings to include:

* Date and Time of Meeting
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°5 Minutes Note Financial
Authorizations:

The most important function of the
meeting minutes is that they note
Financial Authorizations such as:

What Motions Were Made _

Who Made the Motions

Who Seconded the Motions .
Whether the Motions Passed
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‘ 5 Meeting Minutes

The Minutes Must be:

Signed by Recording
Secretary

Approved by
Appropriate Body

Read and Approved at
Next Meeting of Body
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QS Financial Reports

The Following Must Be Attached to
the Minutes:

MEETING MINUTES
. Monthly Financial
Report

. Annual Budget

. Audit Report




d% Key Point

Minutes are Part
of the Financial
Records of the
Union and should
be retained

permanently.
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