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WHAT TO DO WITH MINUTES

Minutes include agenda, signed minutes, associated reports, annual and
special meetings of vestry/parish council/individual churches. Sometimes this
material also includes annual financial reports. These minutes also include
the reports and minutes of subcommittees created by the central body, eg
pastoral care committee, and finance committee.

Keep one copy of everything

from one meeting together

(usually filed in the following

order)

e Agenda

¢ Signed minutes

e Reports and other tabled
items presented to meeting

e Minutes of associated sub
committees presented to

meeting
Do not Do
e glue into exercise e use guard books with
books (the binding acid free paper and
splits, the paper paste
wrinkles and glue e consider photocopying
peels away) master set of papers
e punch more than one onto acid free paper
set of holes e consider professional
e expect loose copies binding
to stay intact e collate the papers
e staple pages in regularly

\
Minutes, agenda and reports
of each parish organisation are
retained with the other records
of that organisation, eg
St Jude’s Badminton Club.
Agenda
Minutes
Report on hall floor




	Anglican Archives and History Committee.  The care and preservation of parish and other ministry unit records,  2009

