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Instructions 
1. Review the Writing Minutes resource page available on the Office of Academic Governance website. 
2. Click on the header to add information. The date should be the date of the meeting for which these minutes are prepared, rather than the date you wrote the minutes or the date the minutes are approved. 
3. After erasing the material in this section, add your content below. Use size 13 Grandview throughout. If spacing is an issue, size 12 or 12.5 works too. 
4. When the minutes are approved, create a copy of the draft minutes document, remove “Draft” from the header, and store the approved minutes as a separate document. The secretary should sign the minutes (space provided below). 
Present: [name], [name]
Absent: [name], [name]
A [type of meeting] meeting of the [committee] was held on [month day, year] at [time] via/in [location] with [officer] presiding. [The agenda was approved as presented/amended]. [The minutes of the month day, year meeting were approved as presented/corrected]. 
[Add a paragraph for each subject] 
 
Adjournment 
The meeting adjourned at [time]. 
 
_______________________	 
[name of the secretary] 
Approved: [month day, year] 
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