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POLICY TITLE:   
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11/22/2004 
POLICY/PROCEDURE MANUAL SUMMARY CATEGORY: 

School System Governance 
 

The secretary to the Board shall designate a person to take accurate minutes of the Board 
meetings. Minutes shall be drafted, reviewed by the secretary, typed, and sent to Board 
members. Following approval of the minutes by the Board, an official copy will be typed 
and inserted in the official minute book. Minutes in the official book shall be signed by 
the presiding officer and the secretary. Official minute books, stored in the office of the 
Superintendent, are available to the public. Minutes of a meeting, lawfully held in closed 
session, may be open to public inspection subject to the Maryland Open Meetings Act. 
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Patricia L. Skebeck, Secretary and Treasurer 
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