Minutes of ________ Family Readiness Group Meeting

(date)

1. Meeting called to order at (time) by (name of presider).

(Everyone attending should have a copy of the agenda.)

2. Present were:

(list names of all attending)

3. Review minutes of the last meeting (these can be read by the secretary, or each person may be given a copy to read).

Ask for additions or corrections.

Minutes stand approved as read or corrected.

4. Read the treasurer’s report (even if no action occurred). 

(Copies should be given to leader and commander and one retained in treasurer’s files.)

5. Committee reports.

6. Review unfinished business.

7. Introduce new business.

(The secretary should keep accurate notes of what is discussed and what votes are taken. Motions should be asked for on anything that requires a vote of the membership, after sufficient discussion.)

8. Announcements.

9. Adjournment (ask for motion and second, and vote for adjournment). There being no further business, the meeting was adjourned at (time). 















(Name)
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