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PRO-2 CORRECTING MEETING MINUTES BY E-MAIL

Action By:

Secretary

Officers

Secretary

Officers

Secretary

Step:

1

2

3

4

5

6

7

8

9

10

Action:

Takes minutes during meeting.

Makes minutes orderly, legible, and correctly formatted.

Sends draft minutes to officers by e-mail or U.S. mail.

Read draft minutes.

Identify corrections to be made.

Inform secretary of necessary corrections

Makes necessary corrections.

Presents corrected minutes at next board meeting.

Approve minutes as corrected.

Files approved minutes and any attachments.
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