Guidelines for Minutes at Association Meetings 

In North Carolina courts that which is not in writing is considered not to exist so minutes are a very important record of the decisions of a community association.

Keep minutes at all official association meetings, including board meetings, annual membership meetings and special membership meetings.  It is also a good idea to have minutes of all committee meetings, which then in tern may be reviewed by the Board.

In writing minutes use the format of the agenda as a structure.  This will make it easier later to reconcile the two.

Include the following items in the minutes:

The place, date and time of the meeting

The type of meeting, annual, special, board, etc.
The time the meeting was opened

The names of all people present

The person who moved and seconded each motion

The number of votes for each motion

All decisions made

The time the meeting closed

The place, date and time of the next meeting
Note:  If need be the recording secretary should be able to pause the meeting to get the names of members motioning and other critical information.

Follow association governing documents, Robert’s Rules of Order or other parliamentary procedures, and state laws., most notably State Statutes Chapter, 55A and 47C or 47F depending if you are a condominium or a homeowners association.

The Secretary generally keeps the minutes but a hired association or management employee may record them. The Secretary is responsible to be sure minutes are recorded and properly maintained.
There is not a particularly right way to take minutes but do not create verbatim transcripts. Minutes should record action taken (motions) and only brief description of items discussed.  
Don't use handwritten draft minutes as the final version; have them typed and submitted to the board before the next scheduled meeting. 
Attach all documents to the meeting minutes that has something to do with the meeting, such as:

A copy of the notice of the meeting 

The agenda that was issued prior to the meeting 

Copies of any report(s) discussed at the meeting
Photographs, plans, diagrams, etc.

Send the draft minutes to board members with an agenda for the next meeting, hopefully well before the next meeting so they have time to review them. Have board members make corrections and vote to approve the minutes at the next Board meeting.  The Secretary signs and dates the final version of the completed minutes as a true and correct record after the board has voted to approve them.
Keep a master copy of the final version of the minutes in a minutes book, folder or file with all attachments.  Do not deny association members access to minutes unless a meeting was an executive session.  Remember that minutes are the ‘official’ records of the association and may even be subpoenaed into court someday.
