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NORTHEAST INSTITUTE FOR QUALITY COMMUNITY ACTION
	          CSBG/COE COMMUNITY ACTION BOARD MINUTES GUIDE.
INTRODUCTION-PURPOSE. 
CAAs may adopt different styles in drafting Board Meeting Minutes. Likewise, responsibilities for drafting Minutes may vary with assignments to select management staff or Board volunteers. Some CAA Board’s may wish to have Minutes provide more detailed recordings of proceedings while others prefer less dense recordings which simply address legal and regulatory documentation requirements. The purpose of this updated NIQCA Guidance is to offer CAA Boards and Senior Management suggestions for standardizing the drafting of Board Meeting Minutes which meet both regulatory and preferred practice standards. 
WHY WORRY ABOUT THE CONTENT OF BOARD MINUTES?
Complete, accurate and timely Board Meeting Minutes:
· Provide the official record of the conduct of all required corporate business and activities.
· Provide a permanent historical record of Board actions which promotes public transparency and documents fiduciary oversight.
· Provide risk mitigation documentation of compliance with IRS, Funder, Contractual and Ethical Practice standards. 
THE BASICS:
Regardless of style preferences Board Minutes should provide the following detail:
· Meeting Date, Time and Location
· Meeting Type (e.g., regular, annual, special – In-Person, Virtual, Hybrid).
· Names of Directors in Attendance.
· Names of Directors not in Attendance.
· Documentation of Quorum.
· Names of Staff and Guests in Attendance.
· Review of Meeting Agenda – Edits.
· Approval of Prior Meeting Minutes.
· Approval of Consent Agenda if Employed. 
· Documentation of Board Deliberations and Actions.
· Motion/Time of Meeting Adjournment. 
DOCUMENTATION TIPS:
· Board member deliberations on a topic should be summarized to highlight key questions and comments. Summary should be concise and informative. Resist temptation to either ignore deliberations or attempt to document a full transcription of the Board’s discussion on the topic. 
· Board actions should be clearly recorded and include Motion, Members offering and seconding Motion and vote on Motion. 
· Make every effort to record Minutes notes contemporaneously.  
· Recorder should always feel comfortable requesting clarification of a Board deliberation or action to assure accuracy of recording. 
· Create and use a standardized template for recording Meeting Minutes to assure consistency in documentation recording and presentation.
ABOUT COE DOCUMENTATION CONTENT/LANGUAGE GUIDANCE.
Timely and accurate Board Minutes are critical in providing evidence of compliance with 40% of the Council on Excellence (COE) CSBG/CAA performance standards. It is critical that whoever is assigned responsibility for recording Board Meeting Minutes becomes familiar with the applicable standards. Efforts should be taken to provide training and support for the Recorder to understand and address COE Standards compliance documentation requirements.  It would be helpful for agency management to create and share with the recorder a “tickler list” of the deliverables/timetables for documenting compliance with COE standards associated with Board actions. If agency Recorders need help assistance in documenting compliance with COE Standards, they can contact Bill Hunter at www.niqca.org. 
COE DOCUMENTATION TIPS/EXAMPLES.
· When recording documentation of COE Standards compliance in Minutes always assure Board actions reference language of the applicable COE Standard informed by guidance provided by the State Agency and Community Action Partnership.
· In recording Board actions associated with compliance with COE Standards always identify the applicable COE Standard(s) which is being addressed. For example: Agenda Topic “Finance Committee Report” Ref: COE Standards 8.7 and 8.1 0. 
“Board Treasurer reviewed the agency’s YTD financial statements including the Balance Sheet, Statement of Activities and Cash Flow Reports and concluded the agency was running a modest surplus due to higher enrollments in the Child Care Program.   
Chief Financial Officer reported that fiscal staff completed a required biennial review of the agency’s Financial Policy Manual and recommended a change to strengthen the agency’s “Stale Check Monitoring and Write Off Policy.” 
Board members discussed the proposed policy change and Director X moved and Director Y seconded a motion to adopt the Policy change. 
Motion Carried by unanimous vote.
Director A moved and Board member B seconded a motion to accept the Finance Committee Report.
Motion Carried by unanimous vote. 
· Committee Reports alone are insufficient to meet COE compliance requirements without Board approval.  
APPLICABLE COE STANDARDS.
Board Minutes would be appropriate, at least in part, to document compliance with the following COE Standards:
· Standard 1.3: The organization has a systematic approach for collecting, analyzing, and reporting customer satisfaction data to the governing board. EVIDENCE: Policy and Board Minutes.

· Standard 3.5: The governing board formally accepts the completed community assessment. EVIDENCE: Board Minutes.

· Standard 4.1: The governing board has reviewed the organization’s mission statement within the past 5 years and assured that: 1.The mission addresses poverty and, the organization’s programs and services are in alignment with the mission. EVICENCE: Board Minutes.
· Standard 4.4: The governing board receives an annual update on the success of specific strategies included in the Community Action Plan. EVIDENCE: Board Minutes.
· Standard 4.5: The organization has a written succession plan in place for the CEO/ED, approved by the governing board, which contains procedures for covering an emergency/unplanned, short-term absence of 3 months or less as well as outlines the process for filling a permanent vacancy. EVIDENCE: Approved Plan and Board Minutes Documenting Plan Adoption.
· Standard 4.6: An organization-wide risk assessment has been completed within the past two year and reported to the governing board. EVIDENCE: Dated Assessment Summary and Board Minutes or Email documentation of Assessment Distribution to the Board.
· Standard 5.5: The organization’s board meets in accordance with the frequency and quorum requirements and fills board vacancies as set out in its bylaws. EVIDENCE: Board Minutes
· Standard 5.8: The governing board members have been provided training on their duties and responsibilities within the past 2 years. EVIDENCE: Document Distribution to Board Members with Receipt Acknowledgement. 
· Standard 5.9: The organization’s governing board receives programmatic reports at each regular meeting. EVIDENCE: Board Minutes.
· Standard 6.1: The organization has an agency-wide strategic plan in place that has been approved by the governing board in the past 5 years. EVIDENCE: Board Minutes.
· Standard 6.5: The governing board has received an update(s) on progress meeting goals of the strategic plan in the past 12 months.
EVIDENCE: Board Minutes.
· Standard 7.1: The organization has written personnel policies that have been reviewed by an attorney and approved by the governing board in the past 5 years. EVIDENCE: Policy Manual; Attorney Certification and Board Minutes.
· Standard 7.4: The governing board conducts a performance appraisal of the CEO/Executive Director within each calendar year. EVIDENCE: Board Minutes.
· Standard 7.5: The governing board reviews and approves CEO/Executive Director compensation within every calendar year. EVIDENCE: Board Minutes.
· Standard 7.7:  The organization has a whistleblower policy that has been approved by the governing board. EVIDENCE: Policy and Board Minutes Documenting Review and Approval.
· Standard 8.2: All findings from the prior year’s annual audit have been assessed by the organization and addressed where the governing board has deemed appropriate. EVIDENCE: Agency Audit Transmittal Documentation and Board Minutes.
· Standard 8.3: The organization’s auditor presents the audit to the governing board. EVIDENCE: Board Minutes.
· Standard 8.4: The governing board formally receives and accepts the audit. EVIDENCE: Board Minutes. 
· Standard 8.6: The IRS Form 990 is completed annually and made available to the governing board for review. EVIDENCE: Documentation of Form Distribution; Board Minutes.
· Standard 8.7: The governing board receives financial reports at each regular meeting that include the following: 1. Organization-wide report on revenue and expenditures that compares budget to actual, categorized by program and, 2. Balance sheet/statement of financial position. EVIDENCE: Report and Board Minutes. 
· Standard 8.9: The governing board annually approves and organization-wide budget. EVIDENCE: Board Minutes.
· Standard 8.10: The fiscal policies have been reviewed by staff within the past 2 years, updated as necessary, with changes approved by the governing board. EVIDENCE: Confirmation of Staff Review and Board Minutes Documenting Approval of Revisions. 
· Standard 8.11: A written procurement policy is in place and has been reviewed by the governing board within the past 5 years. EVIDENCE: Policy and Board Minutes.
· Standard 9.3: The organization has presented to the governing board for review or action, at least in the past 12 months, an analysis of the agency’s outcomes and any operational or strategic program adjustments and improvements as necessary. EVIDENCE: Board Minutes. 
CONCLUSION.
In many respects writing Board Minutes is a combination of both art and science.  Tools can be employed to help the person record board Meeting Minutes (e.g., Attendance Sign-In Sheets, recordings, customized software applications/templates, etc.) but ultimately it is wisdom and judgement of the recorder to produce Minutes which are timely, accurate and fully comply with COE compliance documentation standards. 
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