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The minutes of the meeting of the Board of Trustees are the written record of all proceedings of 
the Board.  School boards speak only through their minutes; therefore, the minutes will include: 
 
 1. whether it is a regular or special meeting; 
 2. date, time and place of meeting; 
 3. members and others present; 
 4. members absent; 
 5. a statement that the meeting was called to order and commenced as an 

open meeting; 
 6. approval of the minutes of the preceding meeting (s); 
 7. an accurate recording of any final actions taken at such meeting; 
  8. a record by individual member of any votes taken at such meeting; 
 9. any other information that the Board requests to be reflected in the 

minutes; 
 10. a record of any closed determination/executive session to include: 
  a) a motion to enter into a closed determination for executive 

session stating an allowable reason and the vote; 
  b) a motion to enter into an executive session and vote; 
 11. a record of adjournment; 
 12. signature of President of the Board, attested by the Secretary. 
 
Minutes will be kept on file in the office of the Superintendent and open to public inspection 
during regular business hours. 
 
Minutes will be recorded within a reasonable time not to exceed thirty (30) days after 
adjournment. 
 
Minutes will become official when adopted by the Board at the next regular meeting, or within 
thirty (30) working days, whichever occurs later. 
 
Legal Reference:  Mississippi Code 1972, §25-41-1 et. seq., and §37-6-9    


