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PURPOSE 
This policy provides direction to the ICSEW executive secretary on policy related to the 
production of meeting minutes.  
 
The intent of this policy is to provide clear instructions to the executive secretary or her 
designee and the ICSEW general membership committee on taking, developing, and 
distributing ICSEW general membership and executive board meeting minutes. 

 
SCOPE 
This policy applies to the executive secretary and the ICSEW general membership. 
 

 
POLICY 
The executive secretary is the recording officer of the ICSEW.  
 
The executive secretary shall keep a record of general membership and executive board 
meetings, stating what was done and not what was said.  
 
Meeting minutes are public record and shall be published accordingly. 
 
      
RELEVANT LAWS/RESOURCES 
Robert, General Henry M., Robert’s Rules of Order Revised, (most current). 
http://www.rulesonline.com/ 
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