                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  Minutes: change after publication but before approval – September 2009
May the secretary change the minutes after they have been published but before they have been presented for approval?
Opinion:  Yes. One of the purposes of distributing copies of the minutes in advance is to facilitate their correction. If the changes after publication are few and simple, the secretary should simply announce the presentation of the minutes as published, “with the following minor changes….” In a few rare cases, the secretary should prepare a complete revision of the minutes and distribute and present for approval the revision. Amending the minutes in advance is an important technique to insure adequate minutes without wasting time during meetings.
