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Checklist for SWCD Minutes

Recommended practices relating to the management of SWCD minutes

· Final minutes are retained and archived in perpetuity.

· Minutes are filed chronologically.

· Minutes that have not yet been approved are clearly marked as draft.

· Draft minutes are corrected at subsequent meetings and a final copy is signed and filed.

· Minutes or tapes of executive sessions are filed separately from minutes of public meetings.

· Minutes are available to the public upon request.

· Minutes state the date, location, start, and ending time of the meeting.

· Minutes list all directors, associate directors, and employees who are present.

· Minutes list all others attending by name and affiliation.

· Minutes summarize discussion, capture viewpoints, and describe important issues.

· Minutes record official actions taken on motions, resolutions, or other measures.

· Minutes record decisions regarding payment of bills and other financial activities.  Treasurer’s reports are attached and become a part of the minutes.

· Minutes accurately show how each director voted (e.g., list name and vote cast, unanimous, etc.).

· Minutes describe and record all declared conflicts of interest.

· Minutes are approved at the next regular meeting.

· Minutes are signed by the board secretary or other designated director.

· Minutes are distributed to an approved mailing list previously adopted by the board.

For information concerning legal requirements for public meeting minutes or recommendations for improving written minutes, see any of the following:

· The Attorney General’s general information web-page
· The Soil and Water Conservation District Guidebook, Chapter VIII “Meetings”

· The “Board Minutes” PowerPoint presentation from the 2005 OACD Convention (this should be a hyperlink directing them to this presentation in the toolbox. 

Address additional questions to Karla Sanders, SWCD Program Specialist, Oregon Department of Agriculture Natural Resources Division, at (503) 986-4696 or ksanders@oda.state.or.us.
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