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In accordance with Federal law and U.S. Department of Agriculture (USDA) civil rights regulations and policies,
this institution is prohibited from discriminating on the basis of race, color, national origin, sex (including
gender identity and sexual orientation), age, disability, and reprisal or retaliation for prior civil rights activity.

Program information may be made available in languages other than English. Persons with disabilities who
require alternative means of communication for program information (e.g., Braille, large print, audiotape, and
American Sign Language) should contact the Alabama Cooperative Extension System Human Resources
Department at (334) 844-5531 or the State of Alabama Governor’s Office on Disability (GOOD) at (888) 879-
3582 or USDA's TARGET Center at (202) 720- 2600 (voice and TTY) or contact USDA through the Federal
Relay Service at (800) 877-8339.

To file a program discrimination complaint, a complainant should complete a Form AD-3027, USDA Program
Discrimination Complaint Form, which can be obtained online at

1sda.gov/sites/default/files/docume 1sda gram-discrimi on- aint-form.pdf from any
USDA office, by calling (866) 632- 9992, or by writing a letter addressed to USDA. The letter must contain the
complainant’s name, address, telephone number, and a written description of the alleged discriminatory action
in sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR) about the nature and date of an
alleged civil rights violation. The completed AD-3027 form or letter must be submitted to USDA by:

U.S. Department of Agriculture

Office of the Assistant Secretary for Civil Rights N I FA/U S DA

1400 Independence Avenue, SW Nondiscrimination
Washington, D.C. 20250- 9410

Fax: (833) 256-1665 or (202) 690-7442; or State_ment

Email: program.intake@usda.gov. (EnghSh)

This institution is an equal opportunity provider.
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Conforme a la ley federal y las politicas y regulaciones de derechos civiles del Departamento de Agricultura de los
Estados Unidos (USDA), esta institucién tiene prohibido discriminar por motivos de raza, color, origen nacional, sexo
(incluyendo identidad de genero y orientacion de sexual), edad, discapacidad, venganza o represalia por actividades
realizadas en el pasado relacionadas con los derechos civiles.

La informacion del programa puede estar disponible en otros idiomas ademas del inglés. Las personas con
discapacidades que requieran medios de comunicacién alternativos para obtener informacién sobre el programa (por
ejemplo, Braille, letra agrandada, grabacion de audio y lenguaje de seiias americano) deben comunicarse con la agencia
estatal o local resp ble que inistra el programa o con el TARGET Center del USDA al (202) 720-2600 (vozy TTY) o
comunicarse con el USDA a través del Servicio Federal de Transmisiéon de Informacion al (800) 877-8339.

Para presentar una queja por discriminacion en el programa, el recl debe pletar un formulario AD-3027,
Formularlo de queja por discriminacion del programa del USDA, que se puede obtener en linea, en
h fault/fil DAProgramComplaintForm-Spanish- ion

Qnmp_liam.p_df, en cualquler oficina del USDA, llamando al (866) 632-9992, o escribiendo una carta dirigida al USDA. La
carta debe contener el nombre, la direccion y el niimero de teléfono del reclamante, y una descripcion escrita de la

a accion discrimi ia con suficiente detalle para informar al Subsecretario de Derechos Civiles (ASCR, por sus
SIglas en inglés) sobre la naturaleza y la fecha de la presunta violacién de los derechos civiles. La carta o el formulario
AD-3027 completado debe enviarse al USDA por medio de:

correo postal:

U.S. Department of Agriculture N I FAIU s DA

Office of the Assistant Secretary for Civil Rights

1400 Independence Avenue, Nond isc rimination
SW Washington, D.C. 20250-9410; o’ Statement
fax: (833) 256-1665 0" (202) 690-7442; o (S pa n i S h)

correo electrénico: program.intake@usda.gov.

Esta institucion ofrece igualdad de oportunidad Green Poster AD-475-A - May 2022 version
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*The slides that follow are designed
to serve as an individual or group
tutorial in the basic use of motions
under the Rules of Order.

There are no illustrations, no
photos. Moreover, there are far
more words per slide than any
artful PowerPoint should have.

Think of this, therefore, as a helpful
.pdf cut up on digital flashcards!

4/28/26


https://www.usda.gov/sites/default/files/documents/USDAProgramComplaintForm-Spanish-Section508Compliant.pdf
https://www.usda.gov/sites/default/files/documents/USDAProgramComplaintForm-Spanish-Section508Compliant.pdf
https://www.usda.gov/sites/default/files/documents/USDAProgramComplaintForm-Spanish-Section508Compliant.pdf
https://www.usda.gov/sites/default/files/documents/USDAProgramComplaintForm-Spanish-Section508Compliant.pdf
https://www.usda.gov/sites/default/files/documents/USDAProgramComplaintForm-Spanish-Section508Compliant.pdf
https://www.usda.gov/sites/default/files/documents/USDAProgramComplaintForm-Spanish-Section508Compliant.pdf
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.usda.gov/sites/default/files/documents/JFAgreen508.pdf
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.usda.gov/sites/default/files/documents/JFAgreen508.pdf
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.usda.gov/sites/default/files/documents/JFAgreen508.pdf
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.usda.gov/sites/default/files/documents/JFAgreen508.pdf
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.usda.gov/sites/default/files/documents/JFAgreen508.pdf

Why Have Uniform Rules of Oder
for Minutes

Along with agendas, newsletters, and
scrapbooks, minutes constitute the
official history of local associations.

Just the facts, please!

Minutes record what was done
or decided at a meeting—not
what was said and by whom.

Summaries of discussions are
not in order.

Personal observations are
never in order.
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Begin minutes with

o

» date,

» location, and

% time the meeting is called to
order and by whom.

o

%

In formal meetings attendees
may be listed next.

In smaller groups, list officers
attending or absent.

Minutes continue with

K/

s approval of the minutes of the
previous meeting as read or
distributed (name the date
and source of distribution) or
corrected,

treasurer's report,

other officer and committee
reports, and

% business of the association in
the order of the agenda.

) )
0’0 0’0

>
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Reliable minutes include

+* the name of the maker of a
motion. The seconder may be
named,

¢ the precise wording of all motions
and their dispositions,

¢ the tally of votes taken, and

s precise dates, times, and locations
included in announcements.

Minutes end with

‘0

% time of adjournment,

*,

» time, date, and location of
next meeting,

o,

4

*,

» secretary’s signature,
“respectfully submitted” is
not necessary.

o,

See Robert’s Rules of Order, Newly
Revised, §48 for details.

10
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Hints [hacks?] for Taking

Efficient Minutes
% Create a template for taking

minutes (a sample template
appears after this slide).

** Work from a copy of the agenda.

+* Ask members to submit names

and topics of invited speakers or
special guests.

¢ Ask members to submit wording

of motions made.

s Have a directory on hand to check

the spelling of names.

11

Organization and Date

o,
o
o,
o
o

X3

o

0,
o

0,
o

0,
X3

D

3
*

0,
o

3
oo
X3

o,
o

location
time called to order

% [attendees if appropriate]

approval of minutes for [date] meeting
officers’ reports
other reports [include Advisory Council Rep. and

Extension Coordinating Agent]

unfinished business [including decisions made and
motions and their disposition—passed or failed]

new business [including decisions made and motions
and their disposition—passed or failed]

other items including announcements

notice of next meeting location, date, and time

+ time of adjournment

name of secretary

12
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