SECRETARY’S MINUTES OUTLINE
Adjust this outline to match the meeting Agenda and to consider unique events that usually happen at your meetings.

The Delta Kappa Gamma Society International
Minutes of (Chapter name), Ohio
Date
OR, Minutes of the Executive Board of (Chapter name), Ohio
Date

Call to Order_______Who?____________Time_________Location_____________

Hostess(es)_________________________________________________________

Opening
[bookmark: _GoBack]Ceremony___________________________________________________________	

Attendance 
and Guests__________________________________________________________

Minutes_____________________________________________________________

Correspondence______________________________________________________

Treasurer’s Report____________________________________________________

Reports:
	Officers and/or Executive Board___________________________________

	Committees____________________________________________________


Unfinished Business  _________________________________________________


New Business____________________________________________________________



Announcements______________________________________________________

Adjournment__________________________________________Time___________

Program ____________________________________________________________

	      _______________________		_____________________________
		President signs			                   Recording secretary signs
				     _____________________
				    Date minutes are approved
