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Parliamentary Law Career and Leadership Challenge
Minutes Written Exam
Instructions:  Select the best answer.
Which of the following should NOT be included in the first paragraph of the minutes?
The name of the assembly
The kind of meeting 
The names of all officers present
The date and time of the meeting
When writing minutes, the secretary should
record the exact wording in which each motion was adopted or properly disposed of.
include all debate discussed on the prevailing side of the motion.
record the name of the maker and seconder of each motion.
include personal opinions expressed as part of debate.
Which motions should be found in the body of the minutes?
All incidental motions, including points of order
All main motions that were adopted
All main motions that were adopted or disposed of
All secondary motions that were withdrawn
The last paragraph of the minutes should include
All motions that were defeated
The time of adjournment
All points of order
The time for the next scheduled meeting
When a guest speaker is present for a meeting, what should be included in the minutes?
The name of the guest speaker
The name of the guest speaker and a short bio
The name of the guest speaker and a summary of remarks given
No mention of the guest speaker should be included in the minutes
When a count has been ordered in voting, how should it be recorded in the minutes?
The names of those voting on each side should be recorded.
The name of the member demanding a recount should be recorded.
No count is necessary in the minutes.
The number of votes on each side should be recorded.
When are the minutes of a meeting normally read and approved?
They are approved at the end of the meeting before the motion to adjourn.
They are approved at the next meeting immediately after it is called to order.
They are approved at the next meeting under old business.
They are approved at the next officer meeting.


If there are corrections to the minutes, how are they normally handled?
A majority vote is required of members attending.
A two-thirds vote is required by the members attending.
They are corrected by unanimous consent at the meeting.
The President corrects the minutes prior to the meeting.
 If the assembly does not wish to carry out the reading and approval of the minutes at the regular time, a motion to “dispense the reading of the minutes” requires
A majority vote with debate
A majority vote without debate
A two-thirds vote with debate 
A two-thirds vote without debate
When should the minutes of an adjourned meeting be approved?
At the next adjourned or regular meeting, whichever occurs first
At a special meeting set specifically for approving the minutes
At the adjourned meeting.
At the next officer meeting.
If a draft of the minutes is sent to the members in advance of the next meeting, they are
read and approved prior to opening ceremonies.
read and approved after the opening ceremonies.
only read if requested by a member but still must be approved.
not read during the meeting but are automatically approved.
After the minutes have been read and approved, what action should be taken?
The secretary should sign the minutes.
The President should sign and the minutes.
The secretary should type the minutes and distribute to all members.
The word Approve should be written on the minutes, along with the secretary’s initials and the date.
An error or omission in the minutes is discovered several months after being approved by the members.  The minutes can be corrected by using the motion to
Amend
Amend Something Previously Adopted
Rescind the Approval
Suspend the Rules
What vote is required to correct minutes that were previously adopted?
A two-thirds vote
A majority vote with notice
A majority vote of the entire membership
All of the above
The duties of the secretary include all the following except
To keep a record of all proceedings of the assembly.
To keep the official membership roll.
Be responsible for items of value that belong to the organization.
To prepare an order of business to be used by the presiding officer.
What action is taken on the treasurer’s report after it is presented at the meeting?
No action is normally taken.
It is voted on and approved by a majority vote.
It is voted on and referred to the officers for further review.
It is voted on and referred to the Ways & Means committee.
When following the established order of business, standing committee reports are presented
before the reading and approval of the minutes.
immediately after the reading and approval of the minutes.
after the special committee reports.
after old business and before any new business is presented.
What is true about a standing committee?
A standing committee reports to the officers at an executive meeting.
A standing committee reports to the board of directors.
A standing committee reports to the President prior to a regular meeting.
A standing committee reports to the assembly.
A committee appointed to carry out a specified task for an assembly is a(n)
Standing committee
Special committee
Ad hoc committee
Committee of the whole
When a “special committee” presents its final report to the assembly, the committee
is added to the list of committees found in the assembly’s bylaws.
continues as a standing committee with the same members.
has no further responsibilities and ceases to exist.
continues and evaluates all activities related to the committee’s initial responsibilities.
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