MINUTES

OMEGA ZETA CHAPTER

TAU BETA SIGMA

Date:






Time:

Place:
Present:

[You should record who chaired the meeting and your name as the recording secretary as well as a listing of all chapter members in attendance. The time that a member arrives late should be recorded if a Quorum was not yet achieved.]

Absent:

[List all invited guests as well as chapter members not in attendance.]

In attendance:

[This is a listing of all invited guests in attendance.]

Previous Minutes:

[Ex. “Minutes of the April 16, 1999 meeting were approved {as circulated/ as read/ as printed/ with corrections.}” “The reading of the minutes was {dispensed with or deferred until . . ..”]

Officer Reports:

Treasurer

Vice President

Recording Secretary

Corresponding Secretary

Parliamentarian

Historian

Committee Reports:

Membership

Ways and Means

Activities

Correspondence:

Unfinished Business:

New Business:

Adjournment:

[Ex. “The chair adjourned the meeting at 11:30 a.m.” OR “There being no further business, the meeting was adjourned at 11:30 a.m.”]

_______________________________
_______________________________

Recording Secretary’s signature

President’s signature

