The quest for excellence is the hallmark of business ethics.

Learning Objective |
le of mr-r-tings in business transactions and o in '

how to conduct and participate in a meeling,
how to write a note of dissent. v

To give a comprehensive view of the 1

culcate the ability of how (o call a meetiny
how to record the minutes, and if necessary,

&

groups to which you belong. These |
it is necessary to know them [0 D¢ able
shall briefly discuss how to write these communications.

_NOTICES

Usually, the rules of procedure of every organisation clearly state the notice period required for calling 2
meeting—both general body meetings and meetings of smaller groups such as Governing Body, Executive
Committee. Finance Commuttee, €IC. You should ensure that the notice 1s circulated to members within
this time. If a body has no such prescribed rules, see that the notice reaches members within reasonable

time before the meeting. |
The notice must be sent to all those who have a right to attend, thatis, 1o all members in the case of
a general body meeting and (0 4l members of the group (Commuttee, Board of Directors, etc.) in the
case of a group meeting. The day, date, Umg and place of the meeting and the business to be transacted,
if finally decided, should be mentioned in the notice. The items of business may be mentioned 1 the
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gotice fiself if their number 15 small, otherwase. they should be bsed » seepermr derr and soxched ©
the nolice as Anncxure
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pends” 15 an official list of things 10 be done or deal willh & 2 peruclarmernny & 5 gywn @ > De
Secret®y in consultation with the Chainman Az e mecting,. S DUSmes & soenady. sasacnd @ He

98k Manutes of the previous mrgme -
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.: S v o Aoacvrvoons held and decisions taken at a meeting are called minutes Hm
;.-, {;_A__”\ assiton By e sty o the mglmmlmndl unit which SPOonsors or hold s the m
Cocving Twmates o e moetings o the Board of Direcors, Commitiees of Directors and (reneral M
o 3 soimesANA Company 1t a logal requirement, but other organisations also follow this practice They
wrve 35 3 B memory and provide a basis for action

Woamates @t comtann the mam poimts of discussion, the conclusions reached, the recommendations

made. and Btk asugaad 0 individual members and groups. They are not a verbatim recoed of the
arocoadmgs of & mectng The emotions and feelings, if any, expressed by members during the course
of Grscmsooe e gemarally nol recorded. A clear, concise, accurate and well-organised SUMmary of the
hasmess amsactad s all that i regquired. Minutes, in fact, are a special type of st amary of what hap.
penad o 3 maecong They are maore analogous 10 a telegram than to a letter.

Whes vou are calliad wpon o wiite the minutes of a meeting, take doa notes cnieful’y at the meetmg
Soom after s over, prepare a draft of the minutes. Before giving a finai hay< shov them to the chair.
man. Showld vou have any doubt reganthing a statement or fact, check ((up w. N some other members 1o
CRSETT SO0WRNY

To facheste referemce give cach item a heading and a numbes . Wien . rioposal or a resolution s -
aroved By 3 maponty . you may give the name of the proposer and (L sec ader and also record the number
of wones cast for amd agmanst it In many orgamisations, howe oy, the practice differs; only a resolution or
sroposal St wis sppeoved s recorded. the nams of the proposar and seconder are not mentioned.

The follownng wems are generally given in the o11o7ies. hecp them in mind. It is, however, not neces-
sarv St @y showld appear w the order *u which they are listed below:

U The mame of the orpamisationd) uri, - ¢ Finance Committee, Board of Governors.

() The Gae. tome and place ¢ the woeliny | :

2 The maumber of he mee’ ag v "Uis i <onc s, o.8. Sixth Meeting of the Board of Directors.

Name of he chasrman of (@ mu.*\ng . Ll
© Names of membe =t those who could not attend, and those who attended by special
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Mmutes of the Seoond M@hﬂg Q{_ﬂB Board of ]

; ) ..",
| Sri Kamal Narain. Secretary | + |
| Sri J.P. Jain, Solicitor ;’ '7
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OUDH CLUB
HAZIAT MANZIL FAIZABAD ROAD
LUCKNOW- 226004

W RS
The fifth meeting of the Exscutive Commitise of the Oudh Ol Lucknow was held at

MHazrat Manzil, F sizabad Hoad o0 6 pm on 4 Noverrber. 2008

Prasent Shiri Guizar Hussan, Chairman

501 Amit Bandhyopadhys

S5 TR Agarwdl
511 MN. Pandey
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noid the Annual General Body mesting on February 2, 2010 for approval
and election of new office-bearers. The Secretary was dwected 1o
ssue notice 1o mestbers.

Shyam Sunder

fied. In any case, theNete acquaints the members with snother
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i_ﬂ ¢ assume that fefollowir ~ 1teil! was 1w uded 1n theageada of the second m
Decaors. Triveni Cement Induscies Limited (vide Exhilie 27.3) and that one of the Disecsars. S1i

o ¥ Ciadre did not acoep the ~ronosal wnd wrote a Note of Dissent. One way of writing this Note i

Note of Dissemt
by
Sn PK. Gadre
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(Appended 10 the Mmutes of the Second Meeting ofthe Board h
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