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On another issue you might say, "Bill, you seem to
feel strongly about this issue. Would you be willing
to draft our letter criticizing the city commission?
There is a guide in the library you can use, if you
think it would help.”™ It may be useful to complete an
action chart like the one displayed in the next page.
It helps you monitor the group's projects and progress
on various issues addressed by the group.

Spreading responsibilities around to different
members gives them the opportunity to contribute to the
group, offers valuable experiences to some members, and
doesn't leave all the work for just a few. Remember to
give every group member a chance to participate in
group activities and projects. This is the more
enjoyable experience of being a member of the group.
The opportunity for engaging in activities and
experiencing some success is what makes being part of

the group so much fun!
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ACTION CHART
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ISSUE

ACTION

WHO IS
INVOLVED

DATE OF
NEXT REPORT

OTHER.
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Activities:

A.) The following are decisions made by one group. Record
the appropriate information on the Action Chart.

1. The group votes to form a committee ot look into
the "Special population” Center proposal. Barbara will
chair the committee. The committee will report back by the
next meeting. Bill, Sherry, and Red will help.

2. The group votes to write a letter to the Mayor
criticizing the city commission’s position on the "Special
Population™ Center. Bill has agreed to draft the letter and
show it to the chairperson by the first of this month.

ACTION CHART

ISSUE ACTION WHO IS DATE OF | OTHER

INVOLVED NEXT REPORT




__Which two steps did the chairperson forget?
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Read the following transcript and indicate which

two steps the chairperson left out.

Transcript

A group has been discussing an issue reported
by a member. The discussion has slowed down, and
there doesn't seem to be any more comments from
members. The chairperson decides to guide the
discussion toward a decision. -

"It sounds as if we agree to form a committee
to study the recreation center issue. Would
someone put that in the form of a motion?"

Jane moves that a committee be formed to study
the recreation center proposal and report their
findings at the next meeting.

The chairperson says, "Do we have a second?"
Jim seconds the motion.

The chairperson says, "All those in favor
raise your hand." Then, "All those opposed?
There are five in favor and two opposed. Motion
passes. We will have a committee to study the
recreation center proposal. Is the vote recorded
in the minutes?" The secretary indicates the vote
is recorded.

The chairperson decides it will be important
to select committee members and says: "Mark, would
you be willing to chair the committee to study the
recreational center and prepare some
recommendations for our next meeting?"

Why are these two steps important?
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Discussion:

A.) Your chart should have an entry for both
decisions. It should indicate that a committee
will study the proposed center and a letter is to
be drafted to the mayor and shown to the
chairperson for approval. You should have
recorded four names, three involved in the
committee chaired by Barb ahd Jim, who will draft
the letter. Finally, the dates the committee will
report their findings and the date Jim is to show
the letter to the chairperson must be recorded.

B.) The chairperson forgot to confirm the motion
before the vote by asking the secretary to read
what she had entered in the minutes. The
chairperson also forgot to ask for any final
comments before taking the vote.

C.) These steps are important because the motion, as
recorded in the minutes, becomes the official
decision of the group. Members should be sure a
motion is recorded correctly before they vote. In
addition, members may want to modify a motion
before a vote is taken, so it is important to ask

for any final comments.
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Lesson 4 Summary

STEPS Fon\gANDLING A VOTE

/{\/ . /q,/
ASK FOR A MOTION,

ASK FOR A SECOND.

If there is no second, ask for anofher motion..
CONFIRM THE MOTION.

ASK FOR FINAL COMMENTS.

TAKE A VOTE.

DECLARE THE RESULTS.

CONFIRM THE VOTE.

ASSIGN INDIVIDUAL RESPONSIBILITIES.







LESSON 5

Systematically Planning Action Projects

The chairperson's most difficult task is to lead
careful and systematic project planning. Project.
planning involves analyzing the situation, clarifying
what the group wants to achieve in the situation,
looking at options, considering resources required for
a‘project, considering potential consequences, and
inspiring commitment.

Careful and systematic project planning increases
the likelihood of success of any project and increases
the sophistication of members through detailed issue
discussion. Such careful planning is not always
necessary, of course. Simple or routine matters may
lead to an immediate vote on an obvious proposal.
Important, unique, and complicated issues, however,
requife careful planning.

Systematic planning is usually called for when the
group addresses a community or organizational issue.
It is seldom needed for brief announcements, general - .
discussion items, or internal group business. For
example, if the group wanted to take action on the

proposed special-population center, you would want to
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lead them in planning the action systematically. You
probably would not use systematic planning, however, to .
respond to a report about the incidence of disability
and its implication on national policy. This is an

item on which you are not likely to exert much
influence. In general, when the group wants to take
action on an issue, you should encourage them to plan
the action systematically.

Careful analysis and systematic planning may
frustrate some members, because it does take a few
extra minutes. These members often want to jump right
into the most obvious decision without considering
options, necessary resources, or possible consequences.
Hasty decisions often miss easy solutions or result in
fruitless work. The steps described in this lesson
will help lead to efficient analysis and planning. The
few minutes you spend on careful planning can save much
time and frustration later.

Thhkkdhhdkhkhkhkhdhhhhddhhir
Activity:
A.) What is the purpose of careful and systematic

planning?




B.)

Check the items that would likely need systematic
planning.

1.) Several members have complained about continued
accessibility problems at the local hospital.

2.) Proposal to build a new accessible recreation
center.

3.) Jane would like to set a date for the next.
leadership workshop.

4.) Bob would like to discuss a newspaper article
about new exercises for persons with physical
disabilities.
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Discussion:

A.)

B.)

Systematic planning increases the likelihood of a
project's success. It also provides opportunities
for members to practice analyzing issues in a
group.

You are most likely to encourage systematic
planning on the issues of hospital accessibility
and the proposal to build a new accessible

recreation center. 1Item 3 is an announcement, and

item 4 refers to important information but doesn't -

requires systematic planning.
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There are 10 steps to leading issue analysis and
action planning. You should encourage the group to
begin systematic planning on an issue when discussion
of a report or organizational issue slows or becomes
redundant.

Declare the start of project planning.  Suggest the
group should now begin step-by-step analysis and
planning on the issue. For example, "0.K., let's
analyze this issue carefully and take our time
developing a good action plan."™ Declaring the start of
issue analysis prepares members to go step by step

through the planning process.

Summarize the problem. State in your own words
what you've heard members say about the situation
(issues type). For example, "Several of us feel that
this recreation center is a potentially beneficial
proposal designed to address an unmet need. Others
feel that in its current form a special recreation
center for disabled people only is potentially harmful,
because it would segregate us." Or you might ask, "In
light of our discussion, is this a potentially positive
or negative situation?" Clarifying the situation
focuses the members®' efforts on what they want to

achieve. The ISSUE/GOAL Chart in the next page
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ISSUE/GOAL CHART

Situation/Issue Types

Positive service, policy
or budget change; and

57

General Goals

Support, encourage,
increase, maintain,

potentially beneficial
proposals.

Rumors, complex issues,

facilitate, honor.

Investigate, study

incomplete or confusing
information.

document, clarify.

Unmet needs.

Create or develop new
options, programs, or
services; improve.

Unresponsiveness, offensive
language or action, or
discrimination.

Oppose, stop, decrease,
eliminate, reverse.

Negative service, policy,
or budget change; and
potentially harmful

proposals.

Avoid or prevent negative
conditions.

Oppose, stop, decrease,
eliminate, reverse.




clarifies the relationship between situation and what

the group might want to achieve.

Suggest a goal for the group to consider in the
situation. State, in your own words, what you've heard
members say they would like to achieve in this
situation. Then, ask if your interpretation is
correct. For example, "From our conversation, it
sounds to me like we're saying we'd like to support the
idea of accessible recreation but prevent this project
from becoming a segregated program. Is that right?”
Or, if you aren‘t sure what members might want to
achieve, you might ask, “What do you think we want to
accomplish in this situation, Barbara?" A clear goal
will help the group decide the action it wants to take.
The Issue/Goal Chart helps clarify the relationship
between situations and what the group might want to

achieve.
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Activity:
A.) Identify the issue type and goal of the following

examples.
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Issue

1.) The newspaper reports
that the city is planning
to develop a new river-
side park.

2.)The newspaper reports
that the city manager has
recommended eliminating
lift-van bus services for

~the south section of town.

3.) The newspaper reports
that the city has
recently allocated
$20,000 for a life-safety
system for persons with
disabilities and elderly

persons.
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Discussion:
Issue

1.) The newspaper reports
that the city is planning
to develop a new river-
side park.

2.)The newspaper reports
that the city manager has
recommended to eliminate
lift-van bus services for
the south section of town.

3.) The newspaper reports
that the city has
recently allocated
$20,000 for a life-safety
system for persons with
disabilities and elderly
persons.

Rhkkkhkhkhhkkhhkhhhdohhkrkdkkki
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Type Goal
Type Goal

Information on
this issue is
incomplete.

Harmful and
negative
proposal.

Positive and
beneficial
proposal.

To clarify if the
park is going to
be accessible for
the physically
handicapped.

Reverse the city
manager'’s recom-
mendation.

Support the
proposal.
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Ask members to develop an action strategy. Ask
members to suggest a course of action to follow. The
strategy may include one step, such as writing a letter
to the editor of a local paper, or several steps group
members can take. Advise members to start with simple
actions and then, depending on the response, plan
further actions. The purpose of this step is to get a
consensus about how far the group wants to go with a
particular problem. This can also give the group an
idea of the implications of following a particular
course of action.

For example, when discussing the proposal about the
recreational center, one member may suggest, "We should
start by contacting the people who are planning the
center and tell them, despite their good intentions, we
don't want to be segregated.”™ Another member might
suggest, "We need to find out if they would accept a
representative from our group attending their planning
meetings.” A third member might say, "Since this
story appeared in the newspaper, it may have conveyed a
bad impression to the public. We should write a letter
to the editor explaining our position.® Mary, the

issue reporter, might add, "It is important to remember
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that we support the idea of accessible recreation
programs.” Remember there may be different strategies
to address the same issue. Group members are more
likely to work on strategies they help plan. So get
everyone's suggestions. It is up to the group to decide
what direction to follow.

It is advisable that your group respond to positive
issues or events as often as possible. Praising and
supporting favorable events gives your group a sound
reputation on which to base complaints and criticism.

HINT: You may want to use the Project Planning

Guide to develop your strategies. This guide

lists action projects under various goal
categories. In addition, each action project is
described in some detail. This includes the

issue goal, list of resources required, and
potential consequences.

khkkhkhkhhkhkkhkrhhkdhhhkkkhkdk

Activity:

A.) Use the Project Planning Guide (PPG) to identify
three possible actions the group might take if they
wanted to oppose the mayor's proposal to eliminate
lift-van services for a section of town. (HINT: The
Goal/Action Chart is presented in the next page).

1.)

28)

30)




62

GOAL/ACTION CHART

SUPPORT, ENCOURAGE, INCREASE,
MAINTAIN, FACILITATE, HONOR.

#2 Personally compliment favorable

action.
#7 Provide public support.
#8 Arrange a celebration.
#14 Remind those responsible.
#21 Offer public education.
#23 Volunteer to help.
#26 Conduct a petition drive.
#27 Conduct a letter-writing
campaign.

—— e e e —
STUDY, DOCUMENT, INVESTIGATE,
CLARIFY.

#3 Document evidence of a
complaint.

#5 Establish a formal
communication mechanism.

#6 Request justifications.

#10 Gather more information.

#12 Watchdog decision process.

#19 Conduct a study.

#20 Develop a proposal.

#23 Volunteer to help others.

#24 Build a coalition.

#25 Develop a consensus between
groups.

AVOID OR PREVENT NEGATIVE
CONDITIONS.

#1 Postpone action.

#4 Personally criticize
unfavorable action.

#6 Request formal justification.

#11 Request participation.

#12 Watchdog decision process.

#13 Provide corrective feedback.

#14 Remind those responsible.

#15 Make an informal complaint.

#16 Seek a mediator/megotiator.

#21 Offer public education.

#22 Conduct service audits.

#24 Build a coalition.

#25 Develop a consensus between
groups.

#28 Seek enforcement of existing
laws, policies, regulations,
and ordinances.

CREATE OR DEVELOP NEW OPTIONS,
PROGRAMS OR SERVICES; IMPROVE.

#2 Compliment favorable actioen.

#3 Document evidence of a

complaint.
#5 Establish formal communication

mechanism.

#11 Request participation in
planning.

#12 Watchdog decision process.

#16 Seek a mediator/negotiator.

#19 Conduct a study.

#20 Develop a proposal.

#21 Offer public education.

#23 Volunteer to help.

#2U Build a coalition.

#25 Develop consensus between
groups.

#26 Conduct a petition drive.

#27 Conduct a letter writing
campaign.

#28 Seek enforcement of existing
laws, policies, or regulations.

#29 Seek enactment of new laws,
policies, or regulations.

#31 Establish an alternative
systen.

ELIMINATE, REVERSE.

OPPOSE, STOP, DECREASE,

#4 Personally criticize
unfavorable action.

#6 Request formal justification.

#9 Express opposition publicly.

#13 Provide corrective feedback.

#15 Make an informal complaint.

#16 Seek a mediator/negotiator.

#17 File a formal complaint.

#18 Initiate legal action.

#22 Conduct service audits.

#24 Build a coalition.

#26 Conduct a petition drive.

#27 Conduct a letter-writing
campaign.

#28 Seek enforcement of existing
laws and policies.

#30 Flood the system.

#32 Organize passive resistance.

#33 Organize public demonstration.

#34 Media expose'.

#35 Organize a boycott.
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Discussions

A.) The goal for this issue is to reverse the
proposal. The responses to this issue include -
number 4, personaly criticize unfavorable action;
number 6, request formal justification: and number-

9, express opposition publicly.
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When no more suggestions are offered, summarize the
strategy. In your own words, state the action steps
you have heard proposed. For example, "It.sounds to
me like we should write a letter to the editor of the

Daily World Journal stating our position that we

support the idea of accessible recreation programs but
oppose segregated facilities planned for only one
population. Then, we should contact the project
planners to let them know that, no matter how well
meaning, they're headed in the wrong direction. We
should also ask to participate in planning the
project.” This allows members to see the strategy as a

whole, modify it, or agree.
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Check the sufficiency of the strategy. Ask if this
strategy seems likely to help the group achieve its
goal. For example, "Does this strategy seem like it
will achieve our goals?"™ This allows members to
consider if their work on the project is likely to be
productive. |

IF MEMBERS THINK THE PLAN IS INSUFFICIENT, ASK FOR

MORE SUGGESTIONS.

Review the resources required for the strategy.
Ask members to identify the human and physical
resources required to complete the action, as well as
its costs. Required resources may include volunteers
to attend planning meetings and someone to write a
letter to the editor. For example, "Do we have any
volunteers who will commit their .pa time to
participating in planning for the recreational center?"
If there are no resources for taking the action
successfully, it is advisable to consider another

approach.

Lead a discussion of the possible consequences of
the strategy. Ask group members to identify possible
consequences of planned actions, and judge their

importance and likelihood. For example, "What are the
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likely consequences of writing a letter to the editor
and asking to participate in planning the design of the
recreational center?" Assessing the consequences of
taking the action helps the group decide whether the
plan is the most appropriate and most effective. The
Project Planning Guide lists potential consequences for

many action projects.

Consider options and additions. Ask if there are
alternative approaches that might be more productive.
For example, "Does anyone have an alternative approach
that would lead us to another strategy?" Considering
options permits the full expression of minority
opinions. It may also lead to a complete

reconsideration of the issue and strategy.

Bring analysis and planning toward a close. When
you feel at least half the members can agree on what to
do, suggest the group take a vote. For example, "It
sounds like most of us agree that we need to write the
editor and contact the project developers. Why don't
we take a vote?"™ This moves analysis and planning to a
decision.

NOTE: Try to keep the discussion of any issue

Tess than 20 minutes. This involves forming a.
committee to study issues that do not appear to bew




solved in the course of the meeting. For example,
"We've been talking about this issue for more than
15 minutes, and it doesn't look like we're any
closer to settling it. How about forming a
committee to look at this in more detail?”

Setting up an ad hoc committee to address an issue
outside the meeting helps assure time for other
reported issues.

K ¥ Yo Kk F e Je Je Yo de K Fo K do Kk kK ke kK kK kv

Activity:

A,) Use the Project Planning Guide to complete the
following items. )

1. What are resources required to request

participation in the board of the "Special Population®

Center?

2. What are the potential benefits of requesting

participation in that board?
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Discussion:

A.) The answers to these questions can be found under
the deséription of Action # 11, Requesting
Participation, on page 25 of the Project Planning

Guide.

fhhkfekhhhhhhhhhdkhhhhhikx
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Lesson 5 Summary

STEPS FOR ANALYZING ISSUES AND DEVELOPING ACTION PLANS

1. DECLARE THE START OF PROJECT PLANNING.

2. CLARIFY THE SITUATION.

3. SUGGEST A GOAL FOR THE GROUP TO CONSIDER.

4. ASK MEMBERS TO DEVELOP AN ACTION STRATEGY.
Hint: Use the Project Planning Guide, if
appropriate.

5. When no more suggestions are offered,

SUMMARIZE THE STRATEGY.

6. CHECK THE SUFFICIENCY OF THE STRATEGY.

7. REVIEW RESOURCES REQUIRED BY THE STRATEGY.

8. LEAD A DISCUSSION OF POSSIBLE CONSEQUENCES OF
THE STRATEGY.

9. CONSIDER OPTIONS AND ADDITIONS.

10. BRING ANALYSIS AND PLANNING TOWARD A CLOSE.
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LESSON 6
Closing The Meeting

The chairperson's last responsibility at the

‘meeting is to close it on time. Meetings that

routinely run longer than scheduled can interfere with
members' other plans. This may make them reluctant to
attend in the future.

Depending on how much business and general
discussion items are ‘on the agenda, you should begin to
close the meeting 10-15 minutes before it is scheduled
to end. Close the meeting earlier when there is little
business and later when there is more. This will permit
additional items to be raised and tabled until the next

meeting. It also permits an orderly finish that

‘usually leaves members with a sense of accomplishment.

By following the steps in this lesson, you will
ensure that all group business has been covered, that
everyone is reminded of the decisions they have made,

and that people know they are free to leave.

Bring discussion of business and issues to a close.
If time does not permit the group to address all the
agenda items, the chairperson can form a committee to
examine them. Or, if the issue can wait, it can be

tabled or postponed until the next meeting. For
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example, at the end of a meeting, there may be one
issue left that has not been discussed, You might ask,
"It's getting close to 9:00. We'd better wrap up the
discussion. Can we table this issue until the next
meeting, or do we need to form a committee to discuss
it sooner?" Announcing the closing of the meeting
alerts everyone to the time. ’ ;

s
,v/ 3

kY
/// Call for any general discussion items, if time

Ve permits. Ask those listed on the agenda for general

| discussion items. For example, "Bill, would you like to
\ discuss the conference now?"™ Placing general

discussion items at the end of the meeting helps the

group relax and enjoy each other in conversation.
/ Also, these items can often be postponed or discussed

| after the meeting without any difficulty.

~—

>F\, Ask if there are any final items to discuss. This

/ involves asking the members if they would like to bring

/ up any items that were not on the agendéa For example
"Is there any more business to discuss?" "Do we need to
discuss anything that was not on the agenda?”

\\ Sometimes, members want to discuss items that they

z thought of during the meeting or items that they did

not get a chance to post before the meeting. Time
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permitting, these items or issues can be covered
immediately, tabled for discussion by a committee, or

postponed until the next meeting.

Ask the secretary to summarize the decisions and
assignments. This involves asking the secretary to’
read from the notes of the meeting, or from the "Action
Chart," what decisions or activities were voted on
during the meeting. This reminds the group of the work
they have accomplished during the meeting and gives the
secretary a chance to check the accuracy of his or her
notes. It also reminds members of the tasks they have

agreed to complete.

Adjourn the meeting. This involves announcing that
the meeting is over and asking for a motion to adjourn
the meeting. This step lets everyone know there are no

more activities to attend to.

Thank the members. This involves telling the
members, as a group, that you appreciate their
participation in the meeting. For example, "We got a
lot done."” "We handled everything, and we had pretty
complicated issues to discuss. Good meeting!" Group

members want to hear some praise or gratitude for their




coming to a meeting. You should let them know that
they did a good job and that the meeting was
worthwhile. This increases the chances that each

member will return for the next meeting.
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Activitys

A.) Why should you ask the secretary to summarize the
decisions made during the meeting before it is

adjourned?

khkhkdhkhhhhhhhhkhhkhhthik

Discussion:
A.) A summary of decisions will remind the group of
what they have accomplished during the meeting and

leave them with a good feeling as they go home.

kkhkhhhkhhdhdkdhhkfehhihik
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Lesson 6 Sumary

STEPS FOR CLOSING THE MEETING

1. BRING.DISCUSSION OF BUSINESS AND ISSUES TO A
CLOSE. | |
2. CALL FOR ANY GENERAL DISCUSSION ITEMs;
3. ASK IF THERE ARE ANY FINAL ITEMS TO DISCUSS.
-Time permitting, you can go ahead and have
a discussion.

- —-If time is too short, you can table the
issues for the next meeting, or form a
committee,

4. ASK THE SECRETARY TO SUMMARIZE THE DECISIONS.
5. ADJOURN THE MEETING.
6. THANK MEMBERS.
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Part III

THE ROLE OF THE SECRETARY

The job of secretary of an organization involves-
two major tasks. First, you must make an accurate and
complete record of group business. You do this by
taking notes about important discussions, motions, and
votes during each meeting. Second, you should manage
the group's records over time. This involves keeping a
file of the organization's important documents. Most
often, recording and managing an organization's minutes
are a secretary's main duties. This lesson describes
the information that should be recorded during
meetings, how to take minutes, and how to use a
standard format to take minutes. Finally, procedures

for managing the group's records are described.
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LESSON 7
Recording the Minutes of Group Meetings

and Managing Group Records

The minutes of group meetings are a written
summary of the items discussed during meetings and the

decisions and votes taken. Good minutes are very

- important, because they serve to remind all members of

their commitments and inform absent members about group
decisions and achievements. Further, minutes are an
official record of group activities. When group
actions are challenged, the minutes are there to speak
for the group. The minutes are also important, because
they contain the group's historical records and are a
source of reference for future decisions.

For these reasons, taking good minutes during group
meetings is vital. It is not a difficult activity, and
another group member can take minutes in your absence.
khkdkhhdkkdkhhhdhkhhdkhhdhkkhhhhkikikii
Activities:

A.) Check all items that apply. -
Meeting minutes are:

An accurate summary of the decisions and votes
taken by a group.

A list of items discussed during a meeting.
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B.)
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A waste of time.

An official record of group businesses.

A way to remind members of the projects on which
they agreed to work.

A secret document only the secretary and
chairperson should see.

Fill in the blank.

The secretary is the of the group’'s

historical records.
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Discussion:

A.)

B.)

Minutes are anything but a waste of time or a
secret document. They are the group’s official

record and should be available to everyone.

The secretary should manage the group's records by
keeping a copy of all meeting minutes. Other
important documents that should be kept will be

discussed later.
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One way to ensure that you record all necessary

information during a meeting is to use a standard

format. It is not necessary to use the exact format

presented below, but you may wish to. Such a form
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makes it easier for members to substitute when you are
absent. It also makes it simpler for you to remember
all the information categories to be recorded, so you

can participate in the meeting.
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Record opening information. Generally speaking; =

there are two kinds of information you should record .
opening information and agenda items. Opening
?nformation includes the date of the meeting, the time
it began, the names of those in attendance, and the
confirmation of the previous meeting minutes. Such

opening information is recorded only once at the

beginning of a meeting.
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Activities:
A.) The standard format is presented on the next page.
Check the information the form asks you to record only

once:

The location of the meeting.
The date of the meeting.

The time the meeting began.

The organization®’s name.




B.)

page

Names of the chéirperson, secretary, all
attending members, and guests.

Names of any absent members.

Disposition of previous meeting minutes.

Summarize discussion of an agenda item.

Do you think the standard form in the following

leaves out any important information?
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STANDARD FORMAT FOR MEETING MINUTES

Date:

Meeting called to order at: (time)

In attendance: (chair)

(secretary)

Guests:

Previous minutes:

Business

Agenda item: (raised by)

Summary of discussion:

Motion by to

Seconded by

Votes in favor:
Approve:

Assignments:

Votes opposed:

Reject:
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Discussion:

A.) The standard form does not ask you to record
the location of the meeting, the names of absent
members, the organization's name, or a summary of
discussion as part of opening information.

B.) You may feel several important items are
missing for your group, such as the organization's
name. If you use a standard format, you can
easily add entries to remind you to record such

items.
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Record agenda items. Agenda items are the second
type of information to be recorded. These include
announcements, general information, presentations by
speakers, issues and planning items, internal
management issues such as group bylaws, and other
items. Usually, there are several agenda items during
each meeting, and each one should be recorded
separately.

Issue discussions, old and new group business,
proposals, and many other items often lead to a

decision or vote. So, you should record: the agenda




item title, a summary of discussion, any motions, the
name of the persons making the motions, any second, the
name of the person seconding the motions, the number of

votes in favor of a motion and opposed'to it, and the

names of those who are appointed to a committee or who -

agree to work on a project.
Announcements, general information items, and

presentations by guest speakers usually don't require a

‘group decision. For example, an announcement that

members are invited to attend a public lecture on aging
and sexuality is an announcement to inform members of .
an opportunity and probably does not require a motion
or vote. So, you should record the agenda item title
as stated by the chairperson and a summary of
discussion content. A sample of the minutes recorded
for an announcement are presented below.

Sample Minutes of an Announcement

Agenda item: (raised by) Johnson, Aging and Sexuality

Workshop o

Summary of discussion: There will be a public

lecture on aging and sexuality held at the pubic
library on Monday, September 16th. The speaker is Dr.
Gerald T. Handle, a national expert on the subject.

There will be a film presentation.
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Activities:

A.) Practice recording an agenda item: Use the
standard format provided on the next page to record the
minutes of the following discussion.

Suppose the chairperson announces an agenda item
by saying, "Ben Washington wants to discuss the
transportation schedule change.”

Ben says, "The staff of the transportation program
has changed the van schedule by dropping Sunday
morning service. I think this is a negative
change in service we should try to reverse.”

Several members of the group ask questions and
describe their experiences with the transportation
program and its importance to them on Sundays.
Then, Mary Franklin says, "I move we send a letter
of protest to the Board of Directors of the
Transportation Program stating our opposition to
this change and requesting that Sunday services be
reinstated.”™ The chair asks for a second, and
Willy Loman says, "I second that motion.®™ The
chairperson asks for any further questions. Then
she asks you to read the motion you have recorded
to be sure it is recorded correctly. Next, she
asks for all those in favor, and all 7 members
present say aye. Then the chair asks that Ben
draft a letter for her to review and sign.

Agenda item:

Summary of discussiong

Motion by: to:




o

Seconded by:

Votes in favor:

Votes opposed:

Assignments:
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Discussion:
A.) After completing the next lesson, come back and
reviewthese minutes to see if you recorded all the
information you think might be important for a complete
and accurate record of this discussion.
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It is very important that meeting records be
complete and accurate. They are the official record of
all group decisions. They are used to resolve any
disputes and may even be used in legal proceedings as

an official record.
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Activities:

A.) Check which of the following situations require

complete and accurate minutes.
__ The group policy on board membership is that
members are automatically replaced if they miss
three consecutive meetings. At one meeting, the -

group votes to replace Jon Lincoln with Jeff
Davis, because Jon does not seem to be attending




meetings regularly. Mr. Lincoln comes to the next
meeting and furiously attacks the board's
credlblllty, claiming that he had missed only two
meetings.

__ An organization's board has 12 members and
requires 7 to be present for a quorum (enough to
take an official vote). At the previous meetlng,
the group decides to publicly support a petltlon
drive de51gned to get self-service gas stations to
provide service to drivers who display a
handicapped emblem. Several consumers are upset
and claim the decision was not properly made,
because there was not a quorum at that meeting.

An auditor believes he has found a $500
discrepancy in the organization's books. The
treasurer had written a check for consultant
services the organization had voted to purchase,
but she has no receipt from the consultant, and he
can‘t be reached.

One member was interested in attendlng an
event announced at the meetlng but can't remember
whom to call about it, when it is to be held, or
where.

khkRhkhkhkhkhhkhkhhkkhhhkhhhkrhkrkhkkkkikk

Discussion:

A.)

All of these situations might be informed by
accurate, complete minutes. Such minutes would
show whether Mr. Lincoln was present or absent
during three consecutive meetings and whether
there was a quorum (each member’s name who

attended the meetings would be recorded). And,
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although it wouldn't prove the treasurer innocent,.

a record that the group approved spending $500 on
the consultant would at least suggest she was

acting on group business.
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The most typical way of ensuring accurate and -
complete minutes is to confirm the minutes from the
previous meeting at the beginning of each meeting.
This involves the members voting to accept the minutes
you've prepared, or they might suggest changes or
clarifications and vote to approve the minutes with
those additions. Voting to accept minutes from the
previous meeting establishes them as the official

record of the organization.
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Activities:

A,) Check which of the following ways might lead to an
accurate record and good confirmation of the previous
meeting's minutes.
__ Circulate a copy of the minutes well before the
next meeting, so members can examine them ahead of

time.
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_; Have the minutes read aloud at the beginning of
each meeting to make sure everyone knows what is
written in them.

__ Circulate a copy of the minutes just before the
meeting starts, and assume that any errors or
omissions will be detected.

__ Type or rewrite your notes of the meeting
within 2 days.

__ Wait until a week before the next meeting to

type your notes.
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Discussions

A.)

The notes you take during a meeting are usually
difficult for others to read and should be typed
or carefully rewritten. If you type or rewrite
them within a day or two of the meeting, you're
more likely to remember the details. Circulating
a copy of the minutes well before the next meeting
is customary and courteous. But group members
often fail to read them. This seems a much better
procedure than circulating one copy just before
the meeting begins, however. The best way is
probably to read the minutes aloud, even though it

may seem time consuming.
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There are other ways to ensure accurate minutes.
One is to verify your notes of motions and votes as
soon as they are made. The chairperson should ask you
to reread motions before a vote, and you should make-
sure you have the correct results of any vote.
Sometimes, however, the group is in a hurrj, or the -

chairperson will forget.
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Activities:
A.) Suppose, during the discussion of the issue of
whether to support or oppose the construction of a new
special population center, there is a motion to table
the discussion until more information can be gathered.
The chairperson asks for a second, and one of the
members seconds the motion. Then the chairperson
immediately asks for a vote. Check which of the
following you might say?
. "Wait a second. Before you vote, let me
make sure I've got the motion correct. 1I'wve
got, Johnson moved to table discussion of the
special population center until more

information about plans for its use can be
gathered.'"

"That's O.K. Go ahead and vote. 1I'll get

the motion down, if it passes."
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B.) Suppose the chairperson tells you she‘'s in a
hurry, and you should get the exact wording of the
motion from someone after the meeting. What would you

say?

C.) True or false: Taking time to read aloud a
summary of your records of motions and votes just
before the meeting adjourns is another way to verify
your notes.
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Discussion:

A.) You should get the.exact wording of a motion
before the vote is taken. The secretary's
prodding the group to state motions concisely
often helps members clarify their thinking
about an issue. Occasionally, motions will fail.
Still, it is a good policy to have a record of
them, since it is a record of the group's
decision-making process.

B.) You might say something nice, like, "I know
you're in a hurry to get home to see the game
tonight. But it's important that I get the motion

right for the record."




C.) 1If time permits, you should summarize your notes
of important items before the meeting adjourns.
Not only will it help you complete the minutes,
but reading a list of group actions gives everyone

a feeling of accomplishment.
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An additional important function of the secretary
is to manage the group's official records. The
importance of meeting minutes has already been covered
in detail. It is also wise for the secretary to keep
other copies of documents and records, including
official correspondence to and from the group and
reports issued by the group.

In general, you should keep official records that
document group agreements or positions as well as
records that document positions stated by others.
Records can be passed on to whoever is elected as
secretary after your term. It is a matter of pride to
pass on a complete, accurate, and orderly record of

group business during your tenure as secretary.
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Activities:

A.)

want

Check which of the following documents you would
for the secretary's file:

A letter from the group's president to the city
commission stating support for a mill levy for
human services.

___ A report prepared by a committee of the
organization on how transportation services should
be organized in the community to better serve
consumers. The report is to be released to
various transportation providers and the press.

Pictures from the annual plcnlc circulated at a
meeting. Some of them are quite humorous.

A memo from a local hospital's board of
directors statlng their appreciation for your
group s participation on the 5-year planning
committee.

A flier announcing a new counseling program at
the local mental health center.

__ A clipping of a letter to the editor of a local
paper written by a group member for the
organization about accessibility to voting places.
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Discussion:

A.)

You should keep any official correspondence from
the group to others. This includes copies of
reports the group may complete, whether they are
released to the public or kept confidential.
Recreational pictures do not belong in the file.

Correspondence received from the group should




usually be kept, although personal letters to the .

group are not needed. Information, such as that
contained in a flier, might be recorded in the
minutes but need not occupy space in the
organization's files. Finally, you should try to
get a copy of the original letter to the editor
for your records: Newspapers sometimes edit
letters they publish, and the meaning could be
altered. Your files should reflect the original
letter's content as well as what was actually

published.
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Lesson 7 Summary
RECORDING THE MINUTES OF GROUP MEETINGS

AND MANAGING GROUP RECORDS

RECORD OPENING INFORMATION.

a, Date of the meeting.

b. Time in which the meeting was called to order.

c. Names of those in attendance.

d. Confirmation of previous meeting minutes.

RECORD AGENDA ITEMS.

a. Announcements.

b. Business or issues requiring planning,
action, or decision by the group.

c. Genefal information items.

CONFIRM THE MINUTES FROM THE PREVIOUS MEETING.

VERIFY MOTIONS AND VOTES.

MANAGE GROUP RECORDS.




APPENDIX A
Role-Play Practice

Several role-play scripts are presented below.:

Basic information is provided in these descriptions.

- Your partners should feel free to make up any

additional information.

To practice, your partners should read the role-
play scripts provided. Then, you should use the skills
described in this lesson to discuss each issue. If you
need help remembering all of the tasks, use the summary
list on the previous page.

Your partners should use the role-play checklist
included at the end of this lesson to give you feedback
on your performance. Once you have finished acﬁing out
the situation, your partners can check off all of the
tasks you completed. By using the checklist to guide
the feedback you receive, you will be sure to identify
any tasks that require additional practice. We suggest
that you practice until you have role-played the tasks
successfully on two consecutive occasions. - If you need
help remembering all the tasks, use the "summary of

tasks" listed at the end of the lessons.
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If a member has completed Lesson 7 on Recording The
Minutes of Group Meetings, that person may want to
participate as secretary during the role-play practice.
This will provide practice in those skills. The
participants can then give the secretary feedback on
the quality of recorded minutes.

Finally, you may want to tape record the practice
exercises, so you could listen to your performance and
identify what you need to improve. If you want, you
can also tape one group meeting. Listening to a tape
of a meeting will give you a pretty good idea of how

you can handle others.




Role-Play # 1

You have read in the ILC newsletter that the

board has voted to extend lift-van services to the

weekends from 4 P.M. to midnight Friday and
Saturday, and from 10 A.M. to 6 P.M. on Sunday.--
You should report that this is a change of service
that will benefit most consumers. It is an
opportunity to compliment the board for its good
work. 1Indicate that you believe the board and
staff have been doing an exceptional job over the

past year.
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Role-Play # 2

You have read in the newspaper that the
city's Community Development Program is requesting
citizen- based proposals for the use of $210,000
in funds. The money can be used for any purpose.
You should report that this is a community budget
allocation that provides an opportunity to propose
a transportation project. Do not suggest why you
think the issue might be relevant to the group or
your opinion, unless the chairperson asks you to

clarify this missing information.
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Role-Play #3

You've heard on the radio that the city
council is in the process of deciding whether to
build a "Special Population Center"™ for persons
with disabilities. You should say that you think
that this is a great opportunity for the group to
do something.

NOTE: If the chairperson asks you to Clarify
Missing Information, say that it is a proposal
that affects every consumer in the area and this
isvan effective way of serving many group
constituents. Further, the city council and
developers ought to ask for your input on issues

like this.
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Role-Play #4

A friend has told you that his landlord has
threatened to evict him if he has any more of his
"crippled™ friends over to the pool. The landlord
says it's giving thé place a bad name. You should
report this seems to be a hostile ac£ and probably
violates your friend‘'s rights. The group needs to
remind the community that it is still keenly
interested in fair housing issues. Suggest your

own opinion about such cases. .
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ROLE-PLAY CHECKLIST

Opening the Meeting and Beginning Discussion

Yes

Call the meeting to order.

o8

No

Complete the agenda

Announce discussion of business and issues.

Announce each item (separately).

Encourage questions and comments from
group members.

Guide discussion toward decision by

summarizing it.

Planning

Declare the start of project planning

Suggest a goal for the group to consider.

Ask members to develop an action strategy.

Use the Project Planning Guide.

Review consequences of suggested actions.

Voting

Ask ﬁor a motion.

A§k for a second.

T§Egva vote.

Assign individual responsibilities
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Closing the Meeting

1. Bring discussion to a close.

2. Ask secretary to summarize meeting.

3. Adjourn the meeting.

Overall, how would you rate the chairperson’'s

performance?
Good Fair Needs more work

Overall, how satisfied were you with the planning and

decisions made on the issues discussed?

Very Satisfied Satisfied Needs Work






