Lions Club of (club name) inc

MINUTES

of (type of meeting) Meeting

held at (Place), (town) on (date)

	Number
	Topic
	MINUTE
	Action

	
	Opening
	Meeting opened at (time) by President (Name)
	

	
	Attendance
	Per Attendance Register
	

	
	Invocation
	Invocation and Loyal Toast given by (name)
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Next Meeting
	The next meeting is to be a (type) Meeting at (location) at (time) on (day and date)
	

	
	Closure
	President (name) declared the meeting closed at (time).
	


INSTRUCTIONS:

1. Replace The blue items with your normal information – Club Name, Town Name, President Name. Change the colour back to black.

2. Save as a template: In MS Word, click “File”, “SaveAs” and then select “Document Template” in the “Save as Type” box (at the bottom of the save dialogue box) and give the file an appropriate name.

3. You can also enter the meeting type if you like, and save a separate template for each meeting type, so you could have “MinutesBoard.dot”, “MinutesDinner.dot” and “MinutesBusiness.dot” as three ready – to – go templates.

4. To use, 

a. Simply click “File”, “New” and select the template. 

b. When it opens, enter the red bits (change them back to black) 

c. Enter your meeting minutes. 

d.  Add items in the topic column as you see fit.  The “Minute” section will simply expand line by line as needed until you finish entering information.

e. Right click to the left of the “Number” column alongside a blank line. It will be highlighted and you can then select  “Insert Rows” to add new rows until all of your minutes are complete. You can use a similar method to remove any blank rows.

f. The number column starts at 1 at the beginning of each Lions year and simply increments by one for each new topic.  This makes referring to previous minutes extremely easy.

g. The action column names Lions who are responsible for action disclosed in the minute. Leave it blank if it is not an action item.

h. Motions that are passed should always start with “RESOLVED THAT” (we do something), with the RESOLVED THAT in BOLD to make resolutions easy to find.

i. Motions that are NOT passed should start “MOVED (who) SECONDED (who) (we do something) LOST. The MOVED and LOST are again in bold to help make the minutes easy to read and find things.  Note that it is not necessary to record the name of mover and seconder for motions that are carried, but it is for motions that are lost.

5. Before you save the template, DELETE THESE INSTRUCTIONS!! Print a copy for reference first if you like.

GO THROUGH THE TUTORIAL “MINUTING MEETINGS” TO LEARN MORE

