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Approval of Meeting Minutes & Filing of Treasurer’s Report

Meeting Minutes

The meeting minutes approval process begins when the Chairperson/Presiding Officer makes the motion. Approving the
minutes requires unanimous consent.

The minutes of the previous meeting should be approved during the current meeting. If this isn’t possible, a special
committee or executive board may be required to approve the minutes.

The process is as follows:

“The minutes have been distributed/read.

Are there any corrections to the minutes?”

A motion must be made,
seconded and passed by
unanimous vote.

“There being no corrections to the
minutes, the minutes stand approved
as distributed /read.”

Unanimous vote
not reached.

Corrections accepted by
unanimous vote.

Member motions to make
further corrections.

“If there are no further °
corrections, the minutes stand Corrections accepted by
approved as corrected.” unanimous vote.

“If there are no further
corrections, the minutes stand
approved as corrected.”



Treasurer’s Report

The regular reports of the Treasurer should be received and filed with the Secretary. No motion is required. The
Treasurer’s annual report is given to auditors for approval.

The Treasurer’s report should be presented during meetings.

The process is as follows:

Y “The report will be placed
on file for audit/review.”

Questions
addressed. .

Report is filed

Y with Secretary.

“Are there any questions about the ()
Treasurer’s report?”

“The report will be placed
on file for audit/review.”

()
Report is filed

with Secretary.

* Reference: Robert’s Rules of Order, v. 2024



