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I.
Secretaries Duties

1. Record the minutes of meetings.

2. The Secretary is responsible for taking accurate minutes and this duty is the principal responsibility of the secretary. Under certain conditions, the Secretary or Chair may designate another person to record meeting minutes.

3. Make all records available to the officers and membership.

4. Conduct general correspondence as assigned by the Chair or the Vice Chair.

5. Make a list of unfinished business and matters that are known in advance to be due to come up in the meeting for the Chair.

6. Keep files of the minutes in meetings of past meetings for reference.

7. Furnish the groups committees with required documents if necessary.

8. Maintain a sample of paper ballots for roll call votes. Voters lists shall be obtained from the Working Group Chair or Vice Chair in charge of attendance.

9. Call the roll when required.

10. Send out notices of meetings.

11. Call the meeting to order at the designated time in the absence of the Chairman and/or Vice Chairman and presides until the election of Chairman pro tem.

12. Perform other duties that may be assigned by the Chairman or by the Policies and Procedures.

II.
Minutes Defined

Minutes are the Official record of the proceedings of a meeting of the Working Group, Task Group, Study Group, Standing Committee, or other committees within these groups. They are the official report of the business transacted at these meetings and are taken by the Secretary or Secretary Pro Tem of the respective group.

The minutes shall be a stand alone document and not a part of other documents such as reports. The Secretaries original rough notes are the temporary minutes until replaced by the transcribed minutes and both shall be marked as "DRAFT MINUTES
" until approved. The original rough notes, transcribed minutes and approved minutes all are the official documents and all forms of the above minutes are the property of the IEEE 802.11 Working Group and not that of the secretary.  

"Minutes shall provide an intelligible, reliable record of the official acts of the body, so at any time the legal status of various items can be ascertained. Minutes of a meeting serve three purposes:

· to refresh the memory of the members who were present at the meeting,

· to inform those who were absent from the meeting, and

· to compile a history of the organization's acts and accomplishments."

III.
Secretaries preparation for meetings

Prepare a copy of the past meetings unapproved minutes for the Chair and Vice Chair

Use the meeting agenda as the guide for the minutes.

Include line numbers in the minutes for reference purposes.

IV.
Meeting

The Secretary should be aware of parliamentary situations as they occur. The Chair may ask the Secretary to read the pending motion and the mover and second.

a.
Form of the Minutes

The meeting agenda should be used as a guide for the minutes.

b.
Body of the Minutes

Beginning

At the beginning of the minutes, record the Group for which the meeting is held, the date and time of the meeting, the name of the Chair and/or Vice Chair(s) of the meeting, and the name of the secretary.

Body
Record the disposition of the minutes of the previous meeting or meetings that were not approved. 

Make notes of any corrections to the minutes on the original minutes. If the document is in MS Word, use the tracking changes.

Write the name in full of those participants who make motions.

Enter motions and amendments using the exact wording as stated by the Chair and the precise wording of the motions as adopted.

Record names of nominees elected to committees or of those appointed.

Record all points of order and appeals including the reason for the ruling by the Chair and the outcome of an appeal.

Include important announcements pertaining to the whole group.

Motions

Motions must be clearly marked and emphasized in the minutes. The emphasis can be done by either: changing the color of the motion information, changing the font, or indenting text. The motion information must contain the following information: 

The text of the motion.

The name of the mover.

The name of the second.

The type of motion:

i. motion

ii. motion to amend

Discussion on the motion.

Voting result: Number of Yes, No, and Abstain votes.

Result of the motion: Pass or Fail.

Straw Polls

Straw polls are used to gauge the feeling of the body on a particular issue. Straw polls should be clearly marked and emphasized in the text of the minutes. The emphasis can be done by either: changing the color of the motion information, changing the font, or indenting text. The Straw Poll recording must contain the following information:

The text of the straw poll.

The possible voting options. (Straw polls don't necessarily have to give the voter the option of  yes/no/abstain.)

The voting results for each voting option.

Reports and Presentations

Record the names in full of officers, committee chairman, participants who present reports or presentations. The minutes must include the name of the speaker, the title of the presentation and the document number. Numbered documents must be reported and become a legal part of the minutes.

Recording votes

Record the precise action taken on every motion.

Record all counted votes, both for, against, and abstain.

End of each session

The end of each session should be clearly marked in the minutes.

End of meeting 

At the end of the meeting, the Secretary must provide the document number for the Chair and Vice Chair to be presented in the Final Report of the closing plenary. 

The Secretary must post the minutes on the document server within 5 days of the end of the meeting and mail a copy of the minutes to the 802.11 working group Secretary.

Notice: This document has been prepared to assist IEEE 802.11. It is offered as a basis for discussion and is not binding on the contributing individual(s) or organization(s).  The material in this document is subject to change in form and content after further study. The contributor(s) reserve(s) the right to add, amend or withdraw material contained herein.





Release: The contributor grants a free, irrevocable license to the IEEE to incorporate material contained in this contribution, and any modifications thereof, in the creation of an IEEE Standards publication; to copyright in the IEEE’s name any IEEE Standards publication even though it may include portions of this contribution; and at the IEEE’s sole discretion to permit others to reproduce in whole or in part the resulting IEEE Standards publication.  The contributor also acknowledges and accepts that this contribution may be made public by IEEE 802.11.





Patent Policy and Procedures: The contributor is familiar with the IEEE 802 Patent Policy and Procedures <� HYPERLINK "http://%20ieee802.org/guides/bylaws/sb-bylaws.pdf" \t "_parent" �http:// ieee802.org/guides/bylaws/sb-bylaws.pdf�>, including the statement "IEEE standards may include the known use of patent(s), including patent applications, provided the IEEE receives assurance from the patent holder or applicant with respect to patents essential for compliance with both mandatory and optional portions of the standard."  Early disclosure to the Working Group of patent information that might be relevant to the standard is essential to reduce the possibility for delays in the development process and increase the likelihood that the draft publication will be approved for publication.  Please notify the Chair <� HYPERLINK "mailto:stuart.kerry@philips.com" \t "_parent" �stuart.kerry@philips.com�> as early as possible, in written or electronic form, if patented technology (or technology under patent application) might be incorporated into a draft standard being developed within the IEEE 802.11 Working Group. If you have questions, contact the IEEE Patent Committee Administrator at <� HYPERLINK "mailto:patcom@ieee.org" \t "_parent" �patcom@ieee.org�>.





Abstract


This document is a guide for secretaries of IEEE 802/11 Working Group, Task Groups and Study Groups. It is to be followed as closely as practical.











�I have always marked them as “tentative minutes” until approved, based in precedent set before I started. Does it matter?
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