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· The secretary is responsible for the preparation of the minutes of each J4 meeting.  The primary preparation steps are recording the actions taking place at the meeting, preparing the draft minutes, and preparing the final minutes.  The information recorded in the minutes is:

· The list of meeting attendees.

· The list of future meetings and hosts.

· Identification of Agenda items and documents presented.  Each section of the minutes should be headed by its agenda item number and document(s) identification and name(s) as recorded in the final agenda.  If an agenda item is skipped, it is left out of the minutes.

· Reports presented at the meeting, such as liaison reports (members shall provide them in writing)

· Motions and votes of all kinds.

· Agreements reached by consensus.

· Significant points of any extended discussion (without attribution unless requested).

· For the record requests, showing the member who requested it and the exact text provided by the member.

· Action items (will also be recorded in the action item list, a separate document).

· If there are any roll call votes, a summary of such votes (immediately precedes the following item).

· A table of associated document numbers (this is the final item in the minutes): the final agenda, the action item list, the treasurers report, the mailing list, and the document register.

A straw-vote is recorded with the exact text of the vote and how many voted each way.  For "for and against" votes show for, against and abstain (do not abbreviate "against" or "abstain").  For selecting from a list show who is for each item and a final abstain count, even if it is zero.

A motion shows who moved it and who seconded it, the exact text of the motion, and how many voted for, against, and in the case of motions that allow abstentions how many abstained.  If this is a roll-call motion, it is given a letter and the members and their votes are given in the table at the end of the minutes.

For the draft minutes, the word DRAFT should be shown on the first page.  It will be removed for the final copy.

The minutes should be made available to the J4 web site within four weeks of the meeting (an NCITS requirement).

You can copy the format of motions, straw-votes, and other common wording from previous minutes (starting with the most recent ones).
