
How	to	Write	Committee	Minutes	
(without	pulling	your	hair	out)	

1. Minutes of committee meetings need to be taken and published in the Senate Bulletin.  
[Standing Rule XI.2] 

2. There is a Microsoft Word template for minutes, in an attempt to give the Bulletin a uniform 
style.  The template is available on the Senate Help page in the Senate wiki.  Please use this 
when possible. 
i. The header has drop-down menus and text form boxes.  This ensures the uniform style. 
ii. The body is free-form.  There are some suggested headings, but you can use whatever 

formatting you like.  Just don’t use “Heading 1” and “Heading 2” styles (if you know 
how to use styles). 

iii. There are some instructions at the bottom.  Don’t delete these; the Faculty Secretary will 
not include them in the Bulletin. 

3. The minutes only need to record motions that were made (with accurate wording) and the 
votes on them (which can be “without objection,” rather than an actual vote count). 

4. The minutes should NOT be a transcript of the meeting; for instance, they should not record 
who said what. 
i. If someone particularly wants an opinion or fact to go on record, even though it is not a 

motion, they can ask for it to go in the minutes.  Even if you are not recording discussion 
summaries, it is generally the wisest choice to put these in the minutes.  (An opinion 
would of course be recorded so that it is clearly opinion as opposed to fact.  It could be 
with or without the name of the individual.) 

5. We at Geneseo usually also include a summary of discussion.  This can be a description of 
the major points made, again, without recording who said them. 

6. Ultimately what is included in the minutes is the choice of the committee. 
i. Minutes don’t become official until they are approved by the committee.  Normally 

approval is made at the following meeting, but your committee may choose a different 
method. 

ii. At the time of approval is when the committee has the chance to change anything in your 
draft. 

iii. You don’t need to worry much about choices you make.  You of course should do your 
best.  But if you make an error, it is the Committee’s responsibility to notice the error in 
your draft and to correct it before approving it. 

7. The committee secretary is responsible for getting the minutes into the Bulletin within a 
reasonable time, normally by delivery to the Senate Secretary.  (Standing Rule XI.2.b)  
Usually this happens after the minutes have been approved by the committee.  Sometimes 
(the Cmte chair knows when) draft minutes must be published, and then approved minutes 
are re-published. 

	


