Checklist for Reading Chapter Minutes
Chapter Name, No., and Location _____________________________________________
Date Read ________________ Secretary Name___________________________________

Elections held the first meeting in April (Art. III, Sec. 2, p. 39) Yes________ No ________

Installation within 35 days (Art. IV, Sec. 4, p. 39) Yes ____ No ____ Dispensation Yes ____ No ____
Irregularities: _____________________________________________________________________________
Secret work checked in and out (Art. VI, Sec. 6 V, p. 45) Yes _______ N0 ________
Financial Review report - first meeting after installation (Art VII, Sec. 4 Finance, p. 47) Date given_________
By whom______________________
Short form openings (Art II, Sec. 4, p. 37) (1 meeting a month – 3; 2 meetings a month – 5)
Number of chapter meetings per month ___; Date of short forms _____________, __________________,
__________________, ________________________, __________________________

Initiations – 2 required (Art II, Sec. 6, p. 38) Dates: ______________, _______________, ____________
Names of initiates: _________________________________________________________________________
Balloting [Whether the report of the investigating committee is favorable or unfavorable should not be in the minutes (Art VI Sec 6, p 43)] ________ Dates: ______________, _______________, ____________
Grand Chapter Reports Read By Nov 1 Yes _____ Date____________________, No _____

WGM notified (Art II, Sec. 9, p. 38) Yes _____ N0 _____
Irregularities: __________________________________________________________________

Benevolent Activity – Oct. (Art. VII, Sec. 5, p. 47; Art. VI, Sec. 6X, p. 45; Art. X, Sec. 1B, p. 49)
Yes ___ No ___ Date_____________ Type ___________________________ Amount _____________
Scholarship Activity – Sept., Nov., Dec. (Art. VII, Sec. 2, p. 47; Art. VI, Sec. 6X, p. 45; Art. X, Sec. 1C, p. 49)
Yes ___ No___ Date _____________ Type___________________________ Amount ______________
ESTARL Activity – Feb. (Art. VII, Sec. 2, p. 47; Art. VI, Sec. 6X, p. 45; Art. X, Sec. 1A, p. 49)
Yes ___ No ___Date ______________ Type__________________________ Amount ______________
Obligation, General Regulations & Landmarks presented (Art. II, Sec. 8, p. 38) Date _________________
Treasurer gives annual report (Art. VI, Sec. 7C, p. 46) Date ___________ Name______________________
These items will be checked, but need not be marked.
Chapter opened on time (Art. II, Sec. 4, p. 37) Yes_____ No _____ Reason if no: _____________________
Minutes signed and seal on them (Art. VI, Sec. 6B, p. 42) Yes _____ No ______ If no, why ______________
First and last names used (Roberts Rules of Order) Yes _____ No _____
No attachments to minutes book (Art. IV, Sec. 5C, p. 67) Irregularities _____________________________
Invitations written correctly (Art II Sec 7 p 38) Irregularities ____________________________________
WGM furnished with most recent Chapter By-Laws (Art VI Sec. 6N p 44) Yes_____ No _______
Received when asked for. Yes _____ No _____
Minutes read at every meeting except when special order of business used at WGM Official Visit. (Art XII Sec 2 p 78; Art VI Sec 6 B2 p 43) Yes ______ No ______
Minutes shall indicate if a regular officer is present and acting pro tem in another position (Art VI Sec 6, p43)  Yes ______  No ______  Comments:
Record any special dispensation in full in the chapter minutes (Art. VI, Sec. 6, p. 43) Yes _____ No _____
Record in minutes sojourning members exhibiting receipt for dues. (Art. VI, Sec. 6, p. 43) Yes ___ No ___
The opening sentences must record the date, hour, and place at which the meeting was called to order, the type of meeting (regular or special), the name of the presiding officer, and the fact that a quorum was present. The minutes of a special meeting should also include a copy of the notice for the meeting. Yes _____ No _____ Comments: _____________________________________________________________
The action taken on the minutes of the previous meeting should be recorded. The secretary should record the corrections in the minutes of both meetings. Yes _____ No _____ Comments: _____________
__________________________________________________________________________________________
Unfinished business should be included only if there was any. Done correctly ______________________
The minutes record all motions or resolutions, if stated by the chair, with the name of the proposer, and the way in which the assembly disposed of each motion. The exact wording of all main motions should be recorded. It is not sufficient to state that a motion “was amended and finally adopted.” Motions withdrawn are not recorded.
Done correctly ____________________________

Each report should be recorded with the name of the member presenting it, the action taken on the report, and reference to the file where the report may be found. An important report (such as the Treasurer’s Report) may be summarized briefly in the minutes and the file reference given for the complete report. Each letter read should be identified or summarized briefly and the action on it, if any, recorded. Yes _____ No _____ Comments: _____________________________________________________
Chapter Name & No. ___________________________________

The name of any speaker and the program should be given, but no effort to summarize points is necessary. Any important announcements should be included. Yes _____ No _____
Although it makes for more interesting reading, the Secretary’s personal opinions, interpretations, or comments should not be included in the minutes. Descriptive or judgmental phrases, such as “a fascinating report” or “a heated discussion,” have no place in a factual record of business.
Done correctly __________________________
NOTES AND ITEMS OF INTEREST:

What do they do for shut-ins?

Do they have fun programs?

What do they do to encourage attendance?

Community Involvement? Charitable activities within and without the chapter?
Membership Chairman (mentoring)?

Special Project Chairman (pins and raffle)?

Other Notes:

