Chapter Minutes Template Example:

Dear Chapter Director and Secretary,

(or, whoever is assigned in your chapter to be responsible for taking and submitting minutes for your meeting to the state office).
The following is a guideline and example of what is needed by the state office for documentation of your Chapter’s Meeting Minutes so that is can be posted on the web site under your chapter’s section.   Please review this at your next meeting with your chapter and designate the person who will be responsible for taking minutes at each meeting if there is not an appointed secretary or the secretary is not the one who will be submitting the minutes monthly to the state office.

If you have any questions, please contact the state office.

Minutes need to be emailed or faxed to the state office each month, (usually) by noon on the 14th of each month.  Reminders will be emailed out each month directly to the responsible person and the Director per chapter informing them of the actual deadline date for that current month to submit minutes to the state office.  (It is recommended, but not required, to have the responsible person who will be submitting minutes each month to the state office have online access so that they will be able to email the minutes.) 

Please note: even if your minutes cannot reach the state office by the deadline date, submit them anyway. The important thing is to get the minutes in so that the minutes are documented.

The following is an example for you to read informing you and giving you example to take better and more accurate minutes for your chapter.  Please use the TCA Logo Template at the end of this document.

START YOUR MINUTES WITH:

The regular monthly meeting of the __________Chapter, TCA was held on ______(day, date), at ___________(Location), Hosted by _________(name).

ATTENDING:

List all Attending Members: (a typed Roster is best and ask member to initial beside their name and confirm their address, telephone etc.. A typed report is available by request at anytime from the State Office.  This will assure you have current information on your members. Please submit any corrections to state office.)

List all Guests; Full Name and Company or place of employment.  

List all Excused: Full Name.

CALL TO ORDER:
Note: The Officer who presides the meeting, Designates When the Meeting Begins.

Example: Director Joe Smith called the meeting to order at 4:00 pm.

MINUTES:
Secretary reads minutes, notes any changes, records who motions to accept the changes, (note who by full name, and who seconds the motion.)

****All Motions made during this meeting must have the persons “Full” name who motioned and the Full name of the person who seconds’ the motion, and Whether or not the Motion was Passed.

****VERY IMPORTANT: Know WHO VOTES: Professional Culinarians, TCA Chefs, Retired Members in good standing (Check roaster to be sure. It is the secretary’s responsibility to know who is qualified to vote and who is not).  TCA Chef Members may not hold office of Director, Secretary, Treasurer or that of a state office.  These positions must be held by an Professional Culinarian or retired Members.

TREASURER’S REPORT:  Follow Guidelines of TCA Treasurer.

DIRECTOR’S REPORT:

Give full details.  Members of your chapter who are unable to attend will be kept informed by the information you insert.  This is a vital issue for all reports given by all officers and committee members at each meeting.  Make sure you minutes can be fully comprehended by anyone who reads them, even someone outside your chapter. 

Bad Example:  Joe asked to have everyone meet at 8 am at the west side door. We need volunteers for this.   

Corrected Example: Chef Joe Smith (Tel 210-566-5003), asked for volunteers to work for the Feed the Homeless Event, Jan. 12th, 8 am, 123 Hunt St.

Space taken for both statements is nearly the same (we don’t want to get too wordy), but only one gives usable information.

CORRESPONDENCE: Director usually reads or summarizes recently received information.

(The following Categories: you may not have a report for each of these on a monthly basis.  Just add “None” or “No Report”. This shows by documentation it was not over looked, but that there was no report to document.)

COMMITTEE REPORTS:

CERTIFICATION:

EDUCATION:

MEMBERSHIP:

APPRENTICESHIP:

CHARITY / FUND RAISING:

SOCIAL:

CULINARY ARTS:

PUBLIC RELATIONS:
OLD BUSINESS:

NEW BUSINESS:
ADJOURNMENT: 

The host is usually thanked at this time.  Note: record member who motioned to close and the member who seconded the motion, and the time.

Example: Chef Smith and General Manger Harris were thanked for their Hospitality. (Some sites absorb a considerable cost when hosting, so appreciation should be shown).

VERY IMPORTANT!!!  List the date, place, address and time for the next meeting in full. (Please do not take for granted that it’s common knowledge your chapter always meets every 2nd Monday of the month at 3 pm. Sometimes it does change, so to make sure it is recorded accurately, be sure it is included at the close of your minutes.)  Submitted by:  Mary Smith, (Title if applies).
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Texas Chefs Association Chapter Meeting Minutes 
 

(Insert Chapter Name) 
Meeting Date:
(Insert Date)
Meeting Time:
(Insert Start Time / End Time) 

Meeting Place:
(Name of Business & Address)
Meeting Called to Order by: 
(Insert Name & Title)

Recognize Host:


(Insert Name of Host Location) 

Insure Roster/Quorum: 

(Ask if for Everyone to Sign the Roster) 

Introduce Guest:


(List Guest Name / Title / Place of Business) 






(List Guest Name / Title / Place of Business)





(List Guest Name / Title / Place of Business)





(List Guest Name / Title / Place of Business)





(List Guest Name / Title / Place of Business)






Recognize the Excused:

(List Member Name & Title)





(List Member Name & Title)






(List Member Name & Title)






(List Member Name & Title)

Call for the Past Meeting Minutes to be Accepted 

Motion from the floor made by:
(List Member Name & Title) 

Motion seconded by:


(List Member Name & Title)

Discussion by Assembly
Amendments

(Write Amendments to Past Minutes) 

Call for a vote on the Minutes of the Past Meeting to be Accepted:  
Motion of Past Meeting Minutes Was: 
         Carried / Lost 

Call for the Present Meeting Agenda to be Reviewed:
Motion from the floor made by:
(List Member Name & Title) 

Motion seconded by:


(List Member Name & Title)

Discussion by Assembly

Amendments / New Business
(Write Amendments to Past Minutes)
Write in New Business to the Meeting Minutes  

Call for a vote on the Present Meeting Agenda to be Accepted:  

Motion of Present Meeting Minutes Was: 
         Carried / Lost 

Treasurer’s Report: 

(Insert or Record Treasure Report)

Director’s Report:

(Insert or Record Directors Report) 


Correspondence:  
(Insert or Record Directors Correspondence) 
Committee Reports:

Certification:
(Insert Chair Name / Title)

(Insert or Record Report) 

Education:

(Insert Chair Name / Title)

(Insert or Record Report) 

Membership:
(Insert Chair Name / Title)

(Insert or Record Report) 

Apprenticeship:
(Insert Chair Name / Title)

(Insert or Record Report) 

Committee Reports (cont.):

Social Outreach:

(Insert Chair Name / Title)

(Insert or Record Report) 

Fund Raising:
(Insert Chair Name / Title)

(Insert or Record Report) 

Public Relations & Social Media 

(Insert Chair Name / Title)

(Insert or Record Report) 

Culinary Arts & Competition

(Insert Chair Name / Title)

(Insert or Record Report) 

Chapter Social 

(Insert Chair Name / Title)

(Insert or Record Report) 

Old Business:

A.


B.


C.


D.

New Business

A.


B.


C.


D.

Round Table:
(Insure that every member and guest has a chance to speak)

Adjournment 
Motion from the floor made by:
(List Member Name & Title) 

Motion seconded by:


(List Member Name & Title)

Discussion by Assembly

Call for a vote on Adjourning the Meeting:  

Motion to Adjourn Meeting   Was:
Carried / Lost 

VERY IMPORTANT!!!  List the date, place, address and time for the next meeting in full. 
Please do not take for granted that it’s common knowledge your chapter always meets every 2nd Monday of the month at 3 pm. Sometimes it does change so to make sure it is recorded accurately, be sure it is included at the close of your minutes.
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