SECRETARY’S MINUTES OUTLINE—TYPE 2
Heading


Meeting of:____(Chapter or Executive Board)_______________________________________

Date:____________________Location: ___________________________________________

Hostess(es):_________________________________________________________________

Called to order at:_____________________________________________________________

Opening ceremony:____________________________ by: ____________________________

Attendance:____(# of members)_________________________________________________

Guests:_____________________________________________________________________

Minutes from previous meeting:__________________________________________________

Correspondence:______________________________________________________________

Treasurer’s Report:____________________________________________________________

Reports:
     Officers/Executive Board_____________________________________________________


     Committees:_______________________________________________________________


Unfinished Business:___________________________________________________________


New Business:________________________________________________________________
[bookmark: _GoBack]



Announcements:______________________________________________________________

Adjournment at:_______________________________________________________________

Program:____________________________________________________________________


	____________________________		___________________________________
	President’s name				Recording Secretary’s name
		(Officers will sign when these minutes are approved at the next meeting.)

					_______________
					Date (these minutes are approved.)
