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Blue Star Mothers of America, Inc – National Recording Secretary
Training Documents REV 11/2025
· Sending out the meeting information, agenda, financials and the previous month draft minutes at least 24 hours ahead of time (sooner if possible)

· As Recording Secretary we have an attendance sheet for everyone to sign in on and we maintain that sheet with our minutes from that meeting. 

· What information is important to capture in your minutes
Attendees
All Motions and exact wording of motions
Just the facts 
Old Business
New Business 
Officer Reports
· Your minutes should be sent with a “Draft” watermark on them until they are approved. Once approved the draft watermark is removed and “APPROVED” watermark is placed on the minutes.



· The proper way to record a Motion
You may need to have the person making the motion repeat it.  Be certain you keep record of who made the motion. Who Seconded the motion and if there are any friendly amendments. Once the President calls for the vote you must note any opposed or abstaining. And whether or not the motion passed. 
Here is the example of how this can be written:
MOTION – State word for word what the motion is.
Seconded. OR No second needed, motion is coming from committee.
CALL for a vote.
No opposition/ No abstentions
MOTION PASSED. 
· IF a motion is withdrawn you must state that.

· Always use editor to check spelling and grammar, and spacing errors. Always number your pages. Always stay consistent with abbreviations. 

· Closed minutes – Are read before the board in closed session and not sent out. Once approved, they are given to the President in a sealed envelope to keep. 

· It is ok to record your meeting minutes, everyone in attendance needs to be notified that you are recording the meeting. 

· Retention of all minutes – indefinitely. They are a permanent record of the business that was transacted.
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