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Fillable Form Corporate Minutes


Corporate Minutes are documents that serve as the formal and legal records of certain meetings. It contains details such as the members present and the resolutions discussed in the meeting. 
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[bookmark: what_is]What are Corporate Minutes?

Corporate Minutes or Corporate Meeting Minutes is a document that details what has been discussed at formal meetings.



These include proposals made, decisions finalized, and significant dialogue between members of the meeting. Corporate Minutes are also the legal record that must be referred to when looking for a valid transcript of that specific meeting.



Depending on the state you are in, a corporate minutes form is required for both S and C corporations. Delaware, Kansas, Nevada, North Dakota, and Oklahoma do not require you to keep corporate minutes. If you own an LLC Corporation, you are not required to record the corporate minutes. However, regardless of whether you are required by state law or not, keeping corporate minutes is still an important part of managing a corporation.



Aside from being a requirement, a corporate minutes template is good to have for a handful of reasons:

	It can be used by other members as a reference point for meetings, to help them keep up to speed with the actions of the corporation.
	Shareholders and Investors commonly review the corporate minutes to know how the corporations they invest in utilize their investments. They can also review it to see if the corporation is making decisions they might not agree with and decide on what to do with their investments using that information.
	Corporate Minutes can also be used by other members of the board to review how their fellow members have contributed, voted, and acted during these formal meetings. This is vital for corporate leaders to begin assessing each member’s intentions in these meetings and act on potential legal threats in the making.




A Corporate Meeting Minutes Template will usually be done and kept by the corporation secretary. If you are assigned the task of keeping the minutes, there are a few things to keep in mind.

	You do not have to write everything down in extreme detail. However, you must mention all important details such as the agenda, the decisions made, and the head of the meeting.
	When an argument occurs during the meeting, you do not need to transcribe the entire exchange. Instead, you can merely mention that there had been a disagreement between two members and record the resolution they arrived at.
	Ensure that any proposal or idea put forward is recorded with the important details such as a brief description of the idea, who suggested the idea, and who is responsible for the tasks under that idea.


[bookmark: how_to]How to fill out Corporate Minutes?

If you are required to keep a Corporate Minutes, you can find a Corporate Minutes Template PDF or a Corporate Minutes PDF, on any online document database that provides business templates. Download and print out the PDF version of the template to fill it out manually.



Alternatively, you can fill out the form electronically using PDFRun.



Filling out the Template

The opening paragraph of the template details some important information concerning the current meeting. Input the official title of the meeting first (e.g. annual meeting, 2nd meeting, meeting for…). Then, input the complete and registered name of the corporation, and the city and state where it is located. After this, input the month, day, and year when the meeting is held.



To confirm the date you have inputted, attach the meeting notice to the Corporate Minutes when you finalize the document to either keep or submit.



After this paragraph, you will need to provide a list of all the members who were present in the meeting. If the space provided in the template is not enough, attach the continued list and label the attachment.



When listing the members who were present indicate their positions and indicate who is heading the meeting by placing this information beside their name within parentheses. Separate the names of the present members using commas.



If a member arrived late or left early, you must indicate this fact by labeling them accordingly. In addition, indicate the time they arrived or left next to their “late” or “‘left early” labels. You may place these labels with their positions or you may have a separate labeled attachment detailing their times of arrival and leaving.



Next, you must mention when the meeting was mentioned or planned. Input the month, day, and year of the previous meeting that scheduled the current meeting. This is important to hold accountable the people who have attended that meeting and are required to attend the current meeting.



When this is established, you can now detail the resolutions adopted within the meeting. It is advisable to attach a separate paper to list down the resolutions if there is more than one. To list the resolutions, it is good to give a concise description of what proposal or concern these resolutions are about.



If there were arguments concerning the resolution or the problem, input them in along with the resolutions. But, keep in mind not to put too much detail into the mentioning of these types of dialogue. Instead, you should only mention that there was an argument between members (mention the names of the primary advocate of the arguments) and mention what motion laid the argument to rest (or if it was set aside for another meeting).



Make sure that input the agenda and the issues that are on the agenda and whether or not they have been resolved in the meeting. If not, it might be wise to list down the date of the next meeting and an outline of its agenda. This portion of the Corporate Minutes is the one that a lot of members will refer back to when reviewing the meetings they had, make sure that all the important details concerning the issues and resolutions are here to answer any important questions they might have concerning the resolutions.



Finally, you must mention when the meeting was adjourned. Input the exact time that the meeting was adjourned and the date when it was adjourned.



To verify the validity of the corporate minutes, you will have to affix your signature to them or have the corporation secretary sign them.



Once signed, you must keep and organize the Corporate Minutes chronologically with other Corporate Minutes to make finding them and reviewing much easier for all members of the corporation.

[bookmark: faq]Frequently Asked Questions About Corporate Minutes

What are corporate meeting minutes?

Corporate meeting minutes are the official record of what was discussed and decided at a company meeting. They are typically prepared by the company secretary or another designated individual and approved by the chairperson of the meeting. The minutes can be used to provide an accurate account of the meeting for those who were not able to attend, as well as to help resolve any disputes that may arise about what was said or done at the meeting.



They serve as a valuable reference tool for the company and can be used to track progress on action items, follow up on decisions that were made, and ensure that everyone is on the same page.



When writing corporate meeting minutes, it is important to be as accurate and concise as possible. The minutes should include a list of all attendees, the date and time of the meeting, and the location. It is also helpful to include a brief summary of the main topics that were discussed. If there are any action items that were assigned, these should be noted in the minutes as well. Any decisions that were made should be clearly stated, along with who is responsible for carrying out each task. The minutes should be reviewed and approved by the chairperson of the meeting before they are distributed.



Corporate meeting minutes are an important part of any business. They provide a record of what was discussed and decided at a meeting and can be used to help resolve disputes that may arise about what was said or done. When writing corporate meeting minutes, it is important to be accurate and concise. The minutes should include a list of all attendees, the date and time of the meeting, and the location. A brief summary of the main topics discussed should also be included. Any action items that were assigned, as well as any decisions that were made, should be noted in the minutes. The minutes should be reviewed and approved by the chairperson of the meeting before they are distributed.



What are the 4 types of minutes?

The four types of minutes are the following:

	Formal minutes — These are an exact record of what was said and done at a meeting, and they are usually prepared by the meeting's chairperson. Formal minutes are used to provide an accurate account of the meeting so that its participants can review what transpired and refer back to it later if necessary.
	Informal minutes — These are a summary of the main points that were discussed at a meeting, and they are typically prepared by the meeting's secretary. Informal minutes are less detailed than formal minutes, but they can still be useful for providing a general overview of what was talked about at a gathering.
	Meeting notes — These are similar to informal minutes in that they provide a summary of the main points that were discussed at a meeting. However, meeting notes are typically more concise than informal minutes, and they are often prepared by the meeting's participants rather than its secretary.
	Action items — These are a list of tasks that need to be completed as a result of the meeting, and they are typically prepared by the meeting's chairperson. Action items can be assigned to specific individuals or groups, and they usually have deadlines associated with them.




These are the four types of minutes. By utilizing all four, you can have a successful and well-documented meeting.



What do you mean by minutes in corporate administration?

There are a few different ways to answer this question, but in general, minutes in corporate administration refer to the official record of board meetings and shareholder meetings.



This record can include decisions made, actions taken, and other important information discussed during the meeting. Minutes are typically taken by a corporate secretary or another designated individual, and they can be used as reference points for future decisions or discussions. In some cases, minutes may also be used as legal documents in the event of disputes or litigation. Therefore, it is important that minutes be accurate and complete in order to serve their purpose.



Why are corporate minutes important?

Corporate minutes are the written record of what takes place during a meeting of the board of directors or shareholders of a corporation. They help to ensure that corporate meetings are conducted properly and in accordance with the law. They are important for several reasons:

	Corporate minutes provide a written record of what was discussed and decided at a meeting. This can be helpful in the event that there is a disagreement about what took place or if there is a question about whether certain decisions were made legally.
	Corporate minutes can be used as evidence in court. If there is a dispute between shareholders or between the corporation and another party, corporate minutes may be used as evidence to help resolve the matter.
	Corporate minutes can help to prevent corruption. If corporate minutes are carefully kept, it can be more difficult for individuals to engage in illegal or unethical activities without being detected.
	Corporate minutes can help to ensure compliance with laws and regulations. If corporate minutes are properly kept, it can be easier to ensure that the corporation is complying with all applicable laws and regulations.
	Corporate minutes can help to improve corporate governance. Properly kept corporate minutes can help to ensure that board meetings are run efficiently and effectively and that shareholders have adequate information about the corporation’s affairs.
	Corporate minutes can help to promote transparency. If corporate minutes are available to shareholders and the public, it can help to improve understanding of the corporation’s affairs and increase confidence in its management.
	Corporate minutes can be used as a marketing tool. If corporate minutes are made available to potential investors, they can provide valuable information about the corporation’s business operations and governance practices.
	Corporate minutes can help to improve communication between shareholders and the board of directors. If corporate minutes are circulated to shareholders after each board meeting, they can help to keep shareholders informed about the corporation’s affairs and allow them to raise any concerns they may have.
	Corporate minutes can help to build trust between shareholders and management. If shareholders feel that they are being kept informed about the corporation’s affairs and that their concerns are being addressed, it can help to build trust between them and management.
	Corporate minutes can help to improve the efficiency of board meetings. If corporate minutes are carefully prepared, they can help to ensure that board meetings are focused and productive.
	Corporate minutes can help to protect the confidentiality of sensitive information. If corporate minutes are properly kept, they can help to ensure that confidential information is not shared inappropriately.




These are just some of the reasons why corporate minutes are important. If you are a shareholder or director of a corporation, it is important to ensure that corporate minutes are being properly kept. You may also want to consider making them available to shareholders and the public as a way of promoting transparency and building trust.



Are corporate minutes required?

There is no requirement under law that corporate minutes be kept, but boards should consider doing so to document board actions and decisions. Corporate minutes can help to prove compliance with corporate formalities and can be used to show that the board acted in good faith and in the best interests of the corporation. Additionally, corporate minutes may be requested by shareholders or other interested parties and may be required by financial institutions or insurance companies. Therefore, it is generally advisable for boards to keep corporate minutes.



How often should corporate minutes be prepared?

There is no set frequency for preparing corporate minutes, but most companies prepare them at least once per year. Some companies prepare them more frequently, particularly if they have a large number of shareholders or a lot of board activity.



What are the styles of minutes?

There are several different ways to format minutes, but the most common are formal and informal. Formal minutes generally follow a more rigid structure, while informal minutes may be more flexible. However, both types of minutes should include key information such as the date, time, location, attendees, and topics discussed.



Formal minutes usually start with basic identifying information, such as the date, time, and location of the meeting. This is followed by a list of all attendees, both those who were present and those who were absent. The agenda is typically listed next, followed by a detailed record of each discussion point and any decisions that were made. Formal minutes often end with a summary of action items that need to be completed.



In contrast, informal minutes tend to be shorter and less detailed. They may not include a list of attendees or a formal agenda, and they may only summarize the main points that were discussed. However, like formal minutes, informal minutes should still capture key decisions and action items.



Both formal and informal minutes are important tools for keeping track of what was discussed at a meeting. By recording this information, minutes can help ensure that everyone is on the same page and action items are completed in a timely manner.



What are verbatim minutes?

Verbatim minutes are a written record of a meeting that includes all of the discussions and comments that took place during the meeting. This type of minute can be useful in providing an accurate account of what was discussed and decided during a meeting, especially if there is disagreement among the participants about what transpired. Verbatim minutes can also be helpful in remembering details that were discussed at a meeting. However, they can also be very long and tedious to read.



Verbatim means "using exactly the same words." So, verbatim minutes would use the exact words that were spoken during the meeting. This can get very confusing, especially if people spoke over each other, or if there was a lot of discussions. That's why sometimes people will take "notes" instead of trying to write down everything that was said. Notes are a summary of what was discussed, and usually, just include the main points.



Some people prefer notes because they are easier to read and don't contain all of the extraneous details that can be found in verbatim minutes. However, notes can also be vague and may not capture all of the important points that were made during the meeting. Ultimately, it is up to the person taking the minutes to decide whether to take verbatim minutes or notes. Whichever method is used, it is important to be accurate and complete in documenting the meeting.



What types of meetings require minutes?

There is no definitive answer to this question since different organizations have different meeting protocols. However, typically, minutes are taken for more formal meetings such as board meetings, shareholder meetings, and committee meetings.



Minutes provide a record of what was discussed and decided during a meeting and can be helpful in holding participants accountable and keeping the meeting on track. Additionally, minutes can be used as a reference point for future meetings.



What are the contents of the minutes?

The minutes should include a record of who was present, what was discussed, and what decisions were made. If there is any relevant information that was not discussed during the meeting but should be noted, this can also be included in the minutes. Generally, minutes should be as concise as possible while still providing an accurate record of the meeting.



If you are taking minutes for the first time, it may be helpful to look at some sample minutes to get an idea of how to format your own. There are many different ways to take minutes, so find a method that works best for you and the type of meeting you are attending. For example, if you are taking minutes for a large board meeting, you will need to be very detailed in your notes. However, if you are taking minutes for a small team meeting, you can be more concise. No matter what style you use, make sure to include all the important information from the meeting.



What are tips when writing corporate minutes?

When writing corporate minutes, there are a few key things to keep in mind:

	Be as concise as possible. Remember that minutes are meant to be a record of what was discussed, not a full transcript.
	Make sure to include all relevant information, such as the names of those present and any decisions that were made.
	Use proper grammar and spelling. Minutes are an official document, so it is important to make sure they are error-free.
	Keep a neutral tone. Minutes should be objective, so avoid using biased language or making value judgments.
	Use active voice. For example, "The board voted to approve the budget" rather than "The budget was approved by the board."




Following these tips will help ensure that your corporate minutes are clear, concise, and accurate.



If you have any questions about writing corporate minutes, please consult with an experienced business lawyer.



What will happen if a company does not write minutes of the meeting every meeting?

There are a few potential consequences of not writing minutes for every meeting. First, it can be difficult to track the progress of projects or goals that are discussed in meetings if there is no record of what was said. This can lead to confusion and frustration among team members. Additionally, not having minutes can make it difficult to hold people accountable for their actions or decisions, as there is no written record to refer back to. Finally, not having minutes can also make it harder to plan for future meetings, as there is no way to know what has been discussed in previous meetings. Overall, not writing minutes for every meeting can have a number of negative consequences.



What should not be included in meeting minutes?

There are a few things that should not be included in meeting minutes, such as:

	A full transcript of the meeting — Meeting minutes are meant to be a summary of what was discussed, not a verbatim account.
	Opinions or personal comments — Minutes should be objective and factual.
	Anything confidential or sensitive that was discussed — If there is information that needs to remain private, it should not be included in the minutes.




These are just a few things that should not be included in meeting minutes. To ensure accuracy and objectivity, it is best to keep minutes as concise as possible.



Who prepare the minutes of the meeting?

The person who is responsible for taking minutes at a meeting is typically either the meeting's organizer or a designated member of the organization. The minutes should be distributed to all attendees shortly after the meeting so that everyone is aware of what was discussed and decided. Additionally, the minutes can be used as a reference point for future meetings. If you are tasked with taking minutes at a meeting, be sure to take note of all important discussion points and decisions made. Doing so will ensure that the minutes are accurate and helpful for all involved parties.



Are meeting minutes a legal document?

There is no clear answer, as the legal status of meeting minutes can vary depending on the jurisdiction and purpose of the meeting. In general, however, meeting minutes can be considered a legal document if they accurately reflect the decisions made during a meeting and if they are signed by the relevant parties. Meeting minutes may also be admissible in court as evidence, although this can depend on the specific circumstances.



What is the difference between agenda and minutes?

Agenda refers to the topics that will be discussed during a meeting, while minutes refer to the official record of what was discussed and decided during the meeting. Minutes are typically taken by a designated secretary and then distributed to all attendees after the meeting. Agenda may be set in advance of the meeting, or it may be generated during the meeting itself. Minutes, on the other hand, are always generated after the meeting has concluded.



Related Articles:
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