MOM
(Minutes of Meeting)

MOM @t protocol or notes #T &gr JATAT g1 T8
TUeh meeting T live written note I & ITfeT
meeting & &1 ST 3T important discussion
€31 g19TT 38 Ueh I Tohd points H ToI@r SITaT &
3R 91E & Z¥ email Y aRE share T STaT
&1 MOM & list of attendees, issues raised,
related responses 3R final decisions SI&r
Aot fordT STl 81 39 for@s &1 purpose g
ST AT meeting F QA AGT &1 9T § 3eThl
#ff ST RY e I 31X f54 St actions
assign fr 1T § 35 AT 9T 9T ST |

Format of Minutes of Meeting

Minutes of the meeting normally include the
following elements -

Name of the company
Date

Topic
Attendees
Absentees
Agenda at hand
Issues raised
Suggestions
Decision

Task List
Future Meetings

Sample of MOM

Topic- Meeting with Hasta La Vista representatives at 6:00 PM

Attendees:

Name Designation

Mohtahsim M. Managing Director
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Kiran Kumar Panigrahi Senior Technical Writer

Gopal K Verma

Technical Manager

Manisha Shejwal

Technical Writer

Absentees:

Name

Designation Reason

Anaadi Sharma

Senior Trainer Conducting Online .NET
Training

Agenda at hand - Meeting with Hasta La Vista representatives

Issues raised — High Quotation, long duration, hourly mode of payment.

Suggestions:

Name Suggestions
Mohtahsim M. Alternative company
Kiran Kumar Panigrahi Negotiating mode of payment

Gopal K Verma

Negotiating hours of workload

Manisha Shejwal

Postponing the plan

Decision — The representatives were told to consult with their Management and report.

Task List:

Gopal K Verma

Taking updates from Hasta La Vista

Manisha Shejwal

Looking for an alternative company

Future Meetings — 30th April’ 2015 at 4:30 PM in Meeting Room-1
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Board Ef‘feot Board of Directors Meeting Minutes Template

Organization Name and Logo

Name of Meeting
Date, Time & Location of Meating

NAMES OF ATTENDEES AND ABSENTEES
= Include names of presiding officers, names of absent board directors, names of any
guests or staff members present, and note whether the meeting had & guorum

ORDERS OF BUSINESS
I.  Unfinizhed Buzinezs
8. List the following:
I. Mames of all persons reporting
Il. Mames of all persons dissenting
. The results of voting
b. Include unresolved action items from past board meetings; this usually includes

gpproving the minutes from the prior meeting

Il. New Buglness
8. Include reports from:
I The executive director or CEQ
Il. Finance department
- Committees
Iv. Program steff leads
b. Anysedditional business or supplements to the agends

lll. Future Action Steps
8- Include who is respensible for what, and an approximate timeframe for completion

CLOSING
= State the date and time for the next board meeting
= Include the time of adjournment

= Signatures by the secretary and board president

CONTACT US TODAY UNITED STATES LONDON NEW ZEALAND
868 672 2666 111 'West 33rd 5i. 1-3 Btrand 17 Birmingham Dr-
- . 16th Floor Londan Middleton
info@boardeffect.com New York, NY WC2MBGEH,  Christchurch, 8024
o120 UK NZ
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Organization Name

Meeting Minutes
Date
Opening:
When the meeting was called to order, where it was being held, and who called it to order.
Present:
All present members.
Absent:

Any members who were not present.

Approval of Agenda
Approval of Minutes

Business From the Previous Meeting
Any motions or topics that were previously raised, a brief description of what took place, and
whether they were approved or rejected.

New Business
Any motions or topics that were raised for the first time at this meeting, a brief description of
what took place, and whether they were approved or rejected.

Additions to the Agenda
Any additional items that were raised by committee members. >

Adjournment:
What time the meeting was adjourned and by whom, as well as where the next meeting will be

held and when.

Minutes submitted by: Name
Minutes approved by: Name

For feedback and queries you can write to us on support@hinkhoj.com
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mes: How to Keep Minutes

Type up the minutes
as soon as possible
after the meeting,
while everything is
still fresh in your
mind

Make sure you know
who everyone is

Write down all motions,
who made them, and
the results of votes

Ensure your tool of
choice is in working
order—and keep a
backup tool on hand
in the event it fails

Q) the balance

Circular

Circular letter Teh g T U7 & Tordt fohaY particular SiI31T & HHg o ToT ST foham STl &1 39 letter
% format F fRar SITaT &1 ST fRaT offices & information/instructions/guidelines ST & AT head

(o)

ffice & circular SIS SITT &1 & I8 #T &g Thd & fob circular, notice T elaborated version &1

There are two types of circulars

(i

) Official Circulars

Office Circulars F& 38 g SIRY fhd ST & -

(a) From Head Office to its branches.

(b) From Ministry to State Ministries, or offices/ departments working under the Ministry.
(c) From Chief Election Commission to all the States Commissions.

(i

i) Business Circulars

Ig business entity GIRT 37941 clients, dealers, sub-dealers or branches issue 3T ST &1
Business circular # & 8 g & information f&T STd & -
(a) Information about the change of address of the registered office to its shareholders.

5
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(b) Information about a special discount on festivals, to dealers and sub-dealers.

(c) Information about removal from service of an employee to all its offices, dealers and
sub-dealers.

(d) Information about a policy of incentive for achieving sales targets etc to dealers and
sub-dealers.

(e) Any other such information relating to business.

Elements of a Circular

1. Address of the Issuing Agency

2. Reference Ig 3THCGR W 15 31X for@r Sirar &1t is different for each circular.

3. Date I8 915 3R for@r &

4. Subject

5. After the subject, ‘for’ is written, g indicate T & T Thash forw forar s §1 39K Head
Office of a bank @I 379sT Zonal/Regional Offices, I circular ST+ & df ar FOR # for@ar,

For: All Zonal/Regional Offices

6. Salutation 37 @l 9T, Dear Sir, Dear Sirs etc S1& frdT #Y salutation T 39T circular 7 sTar
T ST &1 Ife 3T circular fREY authority T foE & & aY 399! salutation T use X Fohd &1
7. Body T& 319 3 #Heg AT message I ST hal Sif 3T o191l &l Il UT6dt &1 T8l language
fSreTepeT straight, unambiguous, formal and simple, 8Y=IT 96T ST instructions /guidelines clearly
convey |

8. Signature 3id # o1& caferd AT authority §aRT circular for@r 31T § 31 signature glel AT
Signature & =T 3sTehT designation ST& mention &Y €417 I T “Yours faithfully’, or “Yours
sincerely’ T &l

Sample of Circular

As the Head of your office, draft a circular for the staff, outlining the need and value of
punctuality in keeping office hours and quick disposal of writs and other work

Office of Dy Commissioner
Commercial Taxation

Hasan Khan Mewat Nagar, Alwar

Circular Ref: KB /14/15/20XX

Date: 27th September, 20XX

For: All the Members of the Staff including the Officers

All the members of the staff, including the officers, are instructed to adhere to punctuality in
coming to the office and leaving office. Hence, attendance in the office is desired by 10:00
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am positive.

It has been noticed that some of the employees, including officers, are habitual of coming late
and leaving office before the time that is before 5:00 pm.

This causes great inconvenience to the management. Lack of punctuality and leaving office
before time is an act of indiscipline that leads to delay in disposing of the files and hinders
smooth working. Intentional delay and keeping the work pending must be stopped forthwith.

All the officers are instructed to dispose of all the pending work within a week and apprise the
undersigned in the matter positively on the next Monday.

Non-compliance on the part of any staff shall be viewed as an act of indiscipline and action
against such conduct shall be taken in response by the undersigned.

XYZ
Dy Commissioner (Administration)

Draft a circular from the Finance Secretary, Government of Rajasthan, to all
Departments, District Officers and Commissioners requesting them to adopt measures
of financial austerity

Government of Rajasthan
Office of the Finance Secretary, Jaipur

Circular No F 348/26/20XX

Date: 28th May, 20XX

Subject: Economy Drive

For: All Head of Deptts, Commissioners, and District Collectors

To review the drought and famine conditions prevailing in the state, a High Power Committee
has been instituted under the Chairmanship of Deputy Chief Minister. The Committee has
decided in its last meeting, held on 23rd August, to adopt some thrift

measures as per the following

1. An overall cut of 20% in all non-plan expenditure with immediate effect.

2. All unnecessary and avoidable TA bills are reduced by 25% with immediate effect.

3. Expenses on office purchase are stopped forthwith. No expenditure will be made on office
purchase without the permission of the Deputy Secretary of the respective Ministry.

4. All the medical bills are to be thoroughly checked before making the payments.
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All the departments concerned under your jurisdiction must be informed of the instructions

immediately. Compliance of the i i i : o
three days. p order is required to be submitted to the undersigned within

KK Jha
Finance Secretary

Example of original circulars

Tel: +9180-2287 4039
+9180-2235 4085

Fax : +9180-2228 5591
e-mail : com-hfws@karnataka.gov.in

COMMISSIONERATE
Health & Family Welfare Services
No. DD/SSU/Covid-19/171 /2019-20 Date: 07/04/2020

Circular

Subject: Clarification on quarantine in case Covid test comes
out positive for primary contacts.

1. As per the policy of the State government the primary contacts of Covid
positive patients are being kept in institution quarantine. The high risk primary
contacts (i.e. those suffering from co morbid conditions like, diabetes,
Hypertension, Asthma, HIV etc.] are kept at hospitals while the low risk
primary contacts are kept at hotels/hostels.

2. On 12' day swab samples are drawn from all primary contacts and are tested
for Covid-19. As per the test results those who are found positive are to be
sent to Covid hospitals. However, guestion was raised by many DHOs & DCs
regarding what is to be done for all those who are tested negative but have

been staying in the same facility as Covid positive person as they become
primary contacts again.

3. Since all of them stay in a government monitored quarantine facility and their
samples are drawn on the same day, therefore after detailed deliberations it is
decided that such persons who are tested negative for Covid-19 should be left
for home quarantine for 14 days and their health shall be monitored by way of
personal visit by field workers of health department. During the home
quarantine period of 14 days and follow up if any symptoms develop the
person should be immediately tested and should be brought to Covid hospital.

%‘M
C issiqner,

Health & Family Welfare Services.

Commissioner, BEMP

District Commissioners of all districts

District Health & Family Welfare Officers of all districts
District Surveillance Officers of all districts.

o Ll g

3rd Floor, IPP Building, Anand Rao Circle, Bangalore - 560009.
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GOVERNMENT OF INDIA
DIRECTORATE GENERAL OF CIVIL AVIATION
OPP. SAFDARJUNG AIRPORT, NEW DELHI

No. 9/12/2003-1R
Dated 9" December, 2004

As you are aware, Rule 13 of the Aircraft Rules, 1937, provides that no
person shall take photographs at a Government aerodrome or from the atrcraft in
thghi except in accordance with and subject to the terms and conditions of a
permission in writing granted by competent officers of the Civil Awviation
Department,

2 It has now been decided to relax these restrictions on photography. As such,
an Order has been issued permitting bonafide passengers traveling in an aircraft
engaged in scheduled air transport services to take photographs from inside such
an aircraft while in flight and while landing, take off and on ground at civil
acrodromes.  This relaxation of restriction, however, does not apply to defence
acrodromes.  In this connection, a copy of AIC No.7/2004 dated 9% December,
2004 15 enclosed.

3 It is requested that the announcement being made by the cabin crew in this
regard may please be modified to say that passengers are now permitted to take
photographs from the aircraft while it is in flight or in the process of landing
and take off or it is on ground at civil aerodromes. It may be clearly stated in
the announcement that the restrictions on photography in respect of defence
aerodromes will continue to apply.

#edootuin”
#fc (K.P. Maggon)
Dy. Director of Regulations & Information
for Director General of Civil Aviation

To

All foreign airlines operating to/through India

L.

& Aar India

3. Indian Aarlines
4 Jet Airways

5 Adar Sahara

G Deccan Air
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