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Recording Effective Meeting Minutes 
This document outlines the main requirements and techniques for recording meetings for formal 
committees.  

The Senate Bylaws state that standing committees of Senate will operate under the terms of reference of, 

Recording minutes 
Minutes for Senate, Senate standing co

forward or are controversial; a brief point-form summary of the main points that led to a decision or that 
were included in a report may be included.  

The following should be recorded: 

�x Each item of business, indicating whether a decision was made, action taken, or the issue was left 
unresolved or deferred to another meeting (and the date of that meeting) 

�x All motions and outcomes, whether passed, defeated, tabled or postponed 
�x Expected actions, by whom, and expected deadline 

The following should not be recorded: 

�x Speakers’ experiences 
�x Old material that has already been recorded 
�x Redundant information 
�x Personal comments 
�x Any judgments, adjectives, or adverbs that suggest good or bad qualities, such as “Mr. Smith’s 

capable assistant read an excellent report on . . .” 
state otherwise. 

Recording voting outcomes 
Usually, voting outcomes are clear and there is no need to count the votes. 
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For a substantive or contentious amendment, the group may want to record it separately, even if rules of 
order suggest you record only the final wording of the motion. 

Recording addenda 
An agenda item added to the agenda after its publication is to be recorded in the minutes as an addendum. 
Any item distributed or circulated as part of the new agenda item is to be attached to the minutes of the 
meetings, as an appendix. Example: A procedures document titled Effective Senate Meetings (hereby known 
as Appendix A in the minutes) was circulated to the committee for review. 

Recording Delayed or Avoided Voting 
The following indicates how to record decisions to delay or avoid a direct vote on a motion:  

Motion How to record 
Move to postpone consideration of the main 
motion to a future date 

MOTION: THAT (group) supports postponement 
of the motion until (date) meeting.  

Move to table the motion MOTION: THAT (group) supports the tabling of 
the motion until later in the meeting  in order that 
(action to be taken). 

Request that the motion be withdrawn 
 
Note: 

http://www.ufv.ca/senate/resources/
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